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of diverse agencies, institutions, and organizations to solve educational problems relating to
individual career planning, preparation, and progression. The National Center fulfills its mission by:

' @ Generating knowledge through research \
e Developing educational prograros and pfoducts
. e Evaluating individual program needs and oytcomes

° Instg[ﬂng educational programs/and products

e QOperating information systems and services N

® Conducting leadership development and training programs
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Colleges today are required to make optimal use of their resources. A largely L\nntapped
resource in mMost communities is the vast pool of retired persons. These persons have a lifetime
of experience and accumulated expertise to conttibute to educational institutions. Whether
volunteering to assist instructors in working with students or to contribute to the support services
of the college, retired persons can énrich the educational process. "

The retired persons also benetit from their involvement by the sense of well being that
comes from making meaningful contributions to others.

A

L)
This resource handbook will provide colleges that wish to implement a retirees volunteer
program the guidelines and technical assistance to do so. N\

4

Appreciation is expressed to Catharine Warmbrod, ASSERT Project Director, and-to other
National Center project staff, site personnel, and advisory committee members whose contributions
to the project are reflected in this handbook. ' T LS

v

* Robdvt EjTaylor
\ Executive Director «
! The National Center for Research
in Vocational Education



PREFACE ‘ .

A

Thus handbook is_part of the technical assistance materials prepared for Project ASSERT
(Activity to Support the Strengthening of Education through Retired Technicians), a demonstration
project sponsored by the Administration on Aging, Office of Human Development Services. The
content of the resource handbook is designed to enable colleges to nmplemem programs usmg
retired persons as volunteers to enrich the educational process. -

Each seqtndn contains information and guidelines to be followed from determmmg feasibility
on through the process to evaluation and renewal. Activities to be conducted both in the college
and in the community are described. To illustrate points made, examples of experiences at the
two college demonstration sites are included. At the end of each program component section,
resource materials are provided. A \

It is hoped that this book will fdcilitate colleges to benefit from the talent and technical 4
expertise available from retired persons, and that the retirees will also benefit from the experience.

Catharine P. Warmbrod
Project Director, ASSERT
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PROJECT ASSERT .

\

This Handbook was developed and produced through Project ASSERT, a two-year demon-
stration program funded by the Administratiop on Aging, ASSERT (Activity to Support the
Strengthening of Education through Retired Technicians) was designed to mobilize retiregs from
+ technical occupations to become vquntary support personnel to strengthen occupational, technical,
and.career educatlon, - :

' ' Rationale: Why-Retirees and Why Volunteers?
’

Statustlcs show that people are living Ionger healthier lives. One in nine older Americans is
sixty-five or older.’If this trend, dubbed the “graying of America”” continues, by the yéar 2000
one in every eight Americans will be sixty-five or older. At the same time statistics show that most
older Americans are not continuing to participate in the work force. In 1970 only 20 percent of
men sixty-five or older continued to work—Rhese two sets of statistics suggest that there isan
ever-increasing pool of highly qualified individuals who have retired. This pool constotutes an
g enormous reserve of human resources that are virtually being wasted.

The word “‘retirement’’ connotes an impression of relaxation, a disengagement from productlve
‘ activity. This association is often made because people consider retirement the point at which a
' person is no longer able to contribute to production because of a diminished physical capability.
However, as the recent legislation raising the compulsory age of rdtirement to age seventy demon-
strates; the figure used is rather arbitrary. The practnceﬂ?pulsory retiremerTt was established
with the passage of the Social Security Act in 1935, a t of high unemployment Compulsory
retirement was an effort to alleviate pressure on the labor market by removing ‘persony sixty-five
and older from the labor force ant guaranteeing them an income. Older workers were eliminated
from the labor force to make room for younger workers, not because they were too old and weak
to work. The long contribution of older workers was seen as.the justification for their support
’; . by the very economy of whtch they were a part.

\\

Retirement, however, has carried with it a meaning it may have acquired before it becdme a’
social policy. I'n earlier times, peopie did not retire until they were too weak to do anything. Thus,
retirement was a time of disengagement from active society. Today's arbitrary retirement policy
coupled with good megdical care, educational opportunities, and.a decent standard of living have
created a new populatidn capable of being active past retirement. These people, in fact, often seek °
contributory, productive roles to repJ\ace the ones they lost whren thay left their jobs.

Volunteer work has become one possible outlet for retirees who wish to continue active
pursuits. Common reactions to voluntelr work are either that it is routine, boring work that
requires a big heart and little skill or that it is work for which someone should,.be paid. How, then,
can a retiree find a replacement for,a career of work in avolunteer job?

To begin with, volunteer positions can be substantive, meaningful positions. Particularly during

- a time of budget cuts, there are numerous j¢gbs an institution needs done that require the expertise
B ]

LY




ot someone skilled 1n an area, but for which no tunds are availdble. These might be jobs that are
not ordinanly apart ot institutional operations, hut jobs that can serve the institution well. They
may not even be jobs that require full time attention. Nevertheless, they are worthy jobs that can
provide the worker.with a great deal of satisfaction. .
“Inaddition, other elements of volunteer work make it appealing to a retiree. It is flexible.
Free from the consgmints set by umployers'who control salaries, volunteers can exert more control
over the hours of tARERL, the length of time in the job, and the duties they perférm on the job. A
person who has retired maqht find this freedom avery nice change from the work world. Volunteers
can stul derive satistaction from the job and yet can set the terms on which they will work

'y

’

Justifying a Retired Technician Volunteer Program !

As was notel previously, the rationale for implementing a volunteer program in a college IS
not dithicult to present on philosophical grounds. There seems to be a reddy supply of retirees
with expertise who are seek ing contributory, productive volunteer roles. The only factors that
might deter tapping this p()wmml are the cost and effort required to develop a program.

-

Inorder to justify a program it is necessary lo establish that the benefuts outweigh the costs.
Several argurthents can be made to support the aSS(’rtlon that the overall value of having volunteers
far exceeds thhe costs of obtaining them.

»

Th'rough volunteer assistgpece, an\gstitution can expand and enrich its services far beyond
those i1t performs relying on paid staff. An institution can attract and deploy highly skilled
indiwiduals on a much larger scale through a vr{unteer program than it could through a hiring
campaign. Multiplying volunteer hours contributed by minimum wage {which is less than profes-
sional staff would normally be paid) can provide a sense of the savings. Volunteers are worth far
more than the estimated sum, however, as they will be meeting needs and contributing greatly to
the institution. .

I'e

By instituting a retired technician volunteer program, colleges can solidify their position
vis a-vis older people in the community. They have literally invited older people to campus. Some
of these people who for one reason or another gid not feel the college had much to offer them
may change their attitudes. They may come t6 the college as volunteers and then enroll. These new
students may tell their friends about the opportunlty The college would then tap a new source of
students through the.program.

The college as,an institution serving the community may also look a:(mstltufmg 8 program
from the perspective of the volunteers. By offermg the opportunity to participate in substantive
volunteer roles, the college is providing a service to the older people in the community. The
nrogram gives the volunteers a chance to use their leisure time constructively, leading to an
improved sense of well being that has a positive effect on the mental outlook of the volunteers
Other volunteer programs have noted such changes in their participants.

A ~

-

While reasons such as those just discussed may generate some thought on initiating a volunteer
program, the ultimate justification must be demonstrated need for additional personnel.

[ 4
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v

The project objectives were

’ v

e Toidentify the extent to which retired technucuans are heing used as resoyrces in
occupational, technical, and career education and training programs. v

N e To identify materials currently being used in volunteer programs and use these resource .
materigls s developing a set- of preliminary guidelines on the recruitment, trainipg, and

| involvement of retired techmcnans in roles to strengthen occupational educatron and
training prograMs , ‘. e L

e To msta]l ret ed technrcran volunteer programs in two community colleges in collabora-
tion with th l-'letrred Senior Volunteer Program, agencies on aging, and other communrty

organrzatlons - R

U To’develop vehicles'for the dissemination of methods for recruiting, training, and using
retired indviduals possessing craft and technical skills in volunteer rples in an inter-
generation# environment to strengthen occupational, technical, and career education

and human resource development : v o

The two institutions that housed the volunteer program during the Project ASSE RT demon:
stration were University College of the University of Cincinnati in Cincinnati, Ohio, and Sinclair
Community College in Dayton, Ohio. The criteria used for selecting these two colleges'were that
they be in anurban area with a variety of industries, offer vocational education programs, have

o previous involvement and interest in serving older people, and have adequate staff and interest to -

accomplrsh the project’s objectives. An addrtlonal and very important criterion used in selecting

. the sites was the commitment of the local\Retired Senior Volunteer Programs since it was antici-
pated that the colleges would rely to someé extent on the assistance of these agencies.

LN

. Approx imately forty volunteers were placed at the two sites. Example 1 displays the volun-
teers’ background and the positions they held. As can be seen from the list, a wide variety of
volunteer positions were developed. .

The colleges provided a unique setting for the volunteer program in that the number of
" possible positions a volunteer could hold was not limited. Virtually_no conditions were placed on
the type of jobs the volunteers would be recruited to do. Naturally,.situations in which a volunteer
would be doing what was normally a pard job were eliminated from the range of possible jobs,
but no other restralnt was exercised. -

No one kind of volunteer job emerged as betndmost successful. The key ingredient for success
seemed to be the quality of the relationship between the vglunteers and their staff supervisors. All
the faculty who participated in the program felt that ‘they accomplished what they hoped having
a volunteer would enable them to do -

Faculty goals for the volunteers fell into basically four categories. These were for the volun-
teers to take over their regular duties, to perform tasks/services that would not have otherwise
. .been prd¥ided, to tell students more about the world of work, and to teach students specific skills. -
Example 2 matches the faculty goals with the jobs the volunteers performed

-

*

.

The contents of this Handbook are a reflection of the material search that was conducted and
the demonstration program that was operated. References 4re made to the site activities throughout
the Handbook to illustrate genergl points mqade in the text. Samples of materials developed for and

' used at the demonstration sites are also included.

3
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‘ _ . Example 1
PROJECT ASSERT VOLUNTEERS
~Volunteer Backqround Pogitign ; Location
4
' * Frank Rusgell Mail Carnien Assists Swimming Instructor < u.cC.
YU | Mel Sussman Mechamical Ehgineer Surveys Non-returning Students u.C.
Litlian Stmnlx;rg Gitt Shop Owner Assists Fleld Placement of U.C.
: " Social Work Studends
}
- Lucille McMutlen Dietician Consults on Development c;f - C1C.
v Technology Curriculum
) ™ Lows Ehrenfeld Varied Management Critiques Technical Writing ' u.C.
v 2 .
- Aobert Eagen Public Relations Critiques Technical Writing u.cC.
f Joe Mendohlson Business Management Recruits Volunteers ucC.
- ‘ ‘.
Edward Raich Accountam Does Posting in Financial C.TC.
X Management Deﬂ;tment
' ‘ ‘ . . TN
Philip Driscoll Dean of Admissions, Follows up Suspended Student U.C.
Brandeis University : g
o ‘1" E£d Merkel Lawyer Acts as Resource Person for u.c.
N * Secretdrial Program ¢
| Sam Levy Advertising Assists Racruitment Specialist u.C.
" Lloyd Johnson Music Instructor Supervises Piano Lab ;’ S.C.C.
S Grandma Green Foosi Service Worker | Works in Day Care Center L S.C.C.
v . Sevillia ks Nurse Works in Day Care Center e . _S.'C.C.p
Lawrence Fogle Adver tising Assists Public Relations Dept. *S.C.C.
-~
J. H. Halderman Human Relations Assists Financial Management Dept.  S.C.C.
Jack Grimm Management Assists in Daveloplnghnd ‘ S.C.C.
- Solidifying Programs for Elderly
- 20 RSVP Volunteers Assisted Evaluation u.C.
, ! . o .
- u.C. — University of Cincinnati v
.. S.C.C. - Sinclair Community College )
* C.T.C. - Cinclnnati Tac'hnicnl College
v 7 oY
(g - .
. ™~
' L
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‘ H I >




/

Example 2 ‘
VOLUNTEER SERVICES MEETING FACULTY GOALS

.‘V \

Faculty Goal

« .. to take over some activities, thereby
allowing someone the chance to work on
mor e crucial things.

.. to teach students specitic skills.

... to teach students more about the
real world. -

.

v

... to perform tasks/services that would
not otherwise have been provided.

v
»

o .:Oth,'or goals: to give the college
more preserce in the field to cut césts.

Volunteer Job

Assisting Dean of Admissions by contacting suspgnded |
students regarding reenroliment

Supervising social service technology students in
field internship ’

Aiding swimming classes

Conducting follow-up survey of non-returning students-.

lAssisting swimming instructor to help students feel
comfortable in water

Providing office-style dictation Yo secretarial class
Helping social service students develop resunias

Conveying information about reentry to suspended
students

/ 1ralking to suspended students about life goals

-
Helping students understand criteria for employment
in business

Giving students an idea of how legal secretaries
operate in a corporation

Creating a better understanding of problems of
older people

Responding to student job letters and resumes from
the standpoint of sormtone who had read many

Providing opportunity for young children to interact
‘with older person on a regular basis J

Supervising piano lab

Conducting survey for which the supervisor did not "
have time

Providin.g business-like situations in class
Giving students individual attention

Establishing one-to-one relationships with students
in the field

’.‘N
oy
\
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THE RESOURCE HANDBOOK

material in the Resource Handbook is organized by program components. Eight major

Fmponents were identified: Determine Program Feasibility, Commit to Operate Program, Plan

the Program, Generate Aareness, Put the Program in Place, Regruit and Place Volunteers, Monitor

- and Promote the Program, and Evaluate and Renew. For each of these components there is agroup
of &ctivities that need to be performed. There is a section in the Handbook for each compoq;ﬁt
that discusses in detail the activities associated with it.

The information presented in the Handbook is summarized by Figure 1 on page 8. It out-
lines the activities of the program and organizes them in a logical progression. A static diagram
such as the flow chart is deceptive in that it does not illustrate the simultaneous and continuous
flow of events very well. A-timetable is provided by Figure 2 on page 9 to describe more
accurately the layering of volunteer program operations. Neitherf these diagrams are a substitute
tor reading the material in the Handbook. They are provided simply to orient the reader to the
information and manner in which it is organized. «

The reader will note that the tlow chart is divided into activpties for “"community’” and
“institution.”’ This division reflects the dual focus of a volunteer program. In order to recruit
volunteers, the institution must reach out into the community. This may mean developing new
contacts and breaking new ground. The person who handles the program must work with the
community and operate the program within:the institution simultaneously. Indications from the
ASSERT demonstration were that the community and institution activities were distinct enough
to merit their separation for the sake of discussion and emphasis. For purposes of this Handbook,
community and institutioz will be separated. However, in the daily operations of a volunteer

program, the activities blepd.
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| PROGRAM PROGRESSION FLOW CHART .oV ’ .

L [

Community ' - Program . Institution
Components . .
1. Identify axisting programs/ DETERMINE _ 1. |d°,‘tjfy ardas of need
agencies 2. Meusure institutional support
2. Assess local programs’ PROGRAM < 3. Detérmine availability of
services FEASIBILITY i resoutiyes .
\/ - '
* COMMIT 1. Hire staff )
TO 2. Place in institution
: / OPERATE '
PROGRAM
’ v
1 1. Negogfate working ) PLAN 1. Establish goals and
agreements with local B objectives
agencies THE 2. Review current and past
institutional practices .
e PROGRAM ' p
t : -
N\ s ) } / ”
1. Operate promotional : 1. Inform tpculty/statt/students
campaign , . | GENERATE ) of opportunity .
AWARENESS 2. Develop job descriptions . .
- * . r .

1. Continue to operate .JF,—‘Z PUT THE .. 1. Establish program policies
-~ promotional campalgn ¥ <: PROGRAM and procedures

IN . Design orientation faculty/
PLACE staft/volunteers

: J ‘ 3. Adjust environment for -
e : '\/ older people
* Continue promotlonal RECRUITT 1. Follow up faculty and staff
campaign ' ‘
AND .
' : PLACE

V

2
3. Plave volunteers
4. Orient volunteers

regarding (\;PIunteer jobs
. Screen and select volunteers
VOLUNTEERS
1. Continue promotional
campaign

. Mediate staff-volunteer
relationships
. Maintain morale

MONITOR
AND
PROMOTE
THE

: PROGRAM _

1. Assess promotipnal and EVALUATE
recruitment activities -
. AND
, RENEW
\/ .6. Analyze data
Renew funding or locate

‘ . ) 8 ' new funds

K 3
[ N ' /
“o ’ :

.

. Plan the evaluation

. Identify data needed to
evaluate program
Design data collection

instruments Y .
Conduct evaluation )
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Figure 2

’ b ~ TIMETABLE: FIRST EIGHTEEN MONTHS OP
: PROGRAM PLANNING AND OPERATION

-

k v
Month No. ) . . 1 213 4 16 6 718 9 10111121 1311416 ]18] 17 ] v
Suggested Cycle Jan | Feb [Mar ApviM-y Jun| Jul | Aug] Sap | Oct|Nov] Dec] Jan | Feb|Mar] Apr Miy Jun

DE TERMINE
PROGRAM
FEASIBILITY

COMMIT TO
ORERATE
PROGRAM & +

PLAN *
THE
PROGRAM

‘ GENERATE
AWARENESS

PUT THE
PROGRAM
l INPLACE

VAVAVAVAV,

RECRUIT
AND PLACE
VOLUNTEERS

MONITOR AND
PROMOTE THE
PROGRAM

EVALUATE
AND
RENEW

VAVAVY




\ . Community

) . . \ -
1. Identity existing programs/

agencies
2. Assags local programs’
servides ¢

Program
Components

e

DETERMINE
PROGRAM <
REASIBILITY

[

S

Institution

1. Identify areas of need

2. Measure institutional support

3. Determine availability ot
resources
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DETERMINE PROGRAM FEASIBILITY ‘
o ‘

Betore even thinking about operating a volunteer program, an institution should tirst explote
whether or not it iy feasible Is there a clear need tor such a program? Could stich a program be
supported, both philosophically and fiscally?

. . ‘ . Institution

“”

Identity Areas of Need /

No doybt the oniginal idea and eventual planning of a volunteer program begins with some
vague sense of need. Theanstitution feels that it can use additional personnel to ennch its program
or teels that it should otter some service to the older population. Such vague needs must be more
clearly rdentitied to determine whether there s actually a place for volunteers in the institution. \

N Unless there s real need, there is no reason to operate a volunteer program. Although volun
teers work without pay, the volunteer program does cost something. 1t costs money for overhead,
ottice supphies, clenical support, and a coordinator’s salary. [t also "costs’ the time and effort
required to recrurt, ttam, and supervise the volunteers. If the volunteer program is responding to
real, demonstrated needs and volunteers are involved in productive, necessary tnsks,, the time and
monetary commitment will seerm minimal. But if the volunteers are broyght in on the basis of
goodwill alone without a clear concept of meeting needs, the time and money required may seem
burdensome and commitments may quickly dissolve. )

\
. L S
By instituting a volunteer program, the college will be gaining additional personnel who have
' ) expertise i a particular technology as well as knowledge of the world of work. However, ideptity

g places where such additional personnel can be used is no easy task.

A major hurdle to cross in initially developing and operating a volunteer program is to get
staff members to think about using volunteers. To assess the feasibility of avolunteer program,
however, staff must be stimulated to think of their needs and translate these into possible volunteer
jobs. Example 3 presents an exercise that could be used with staff members to help them establish

. then needs.

The needs identified by the staff will serve as the basis for proceeding with the volunteer
program. |t should be noted, however, that not all needs can be translated into volunteer jobs. In
determining whether there is sufficient need evidenced to develop a volunteer program, the
institution should keep_in mind the nature of volunteer work. Under no circumstances should
volunteers be,expected to perform work for which someone is normally paid. Not only would this
be unethical, but it may create animosities in paid staff and may cause volunteers to feel that the

institution is taking advantage of them.
' <
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‘ Example 3
EXERCISE TO STIMULATE STAFF CREATIVITY

The tollowing activities can help statt membaers to assess the nead for volunteers. W o

A Have staft members prepare a hist of activitiss they do during a typical work day.
Have them place a chack mark beside those items that they feel take up then tima
but do not 1eally mquua the ttaining and exper tise that they biring to theu job.

3! Have statt members prepare a list of items that begin with the lament, It I hagl r'y
“ tha time, money, or statt | would > .7
.
C. Have staff ‘members identify services they teel the college could otter provided they

had people with the right exportise.

Once they have completed these lists, ask the statt members to review them, Of the checked items on
hst A, ask them to dentity those that they could entrust to a volunteer. From list B, ‘ask them to
identity those items that they could accomplish with the assistance of a volunteer. Then, ask each *
statt member to write job titles tor the activities trom both hists thvy felt wero appropniate for a
voluntees

Measure Institutional Support : Y

The lack of institutional support has been mentioned as one of the most common causes for
the failure of a volunteer program. In studying feasibility, checks should be made to determine
whether the institution can support the program on both philosophical and financial levels.

The mission statement of the institution should pravide the preliminary guide for decidind
philosophical acceptance. Actual acceptance of volunteer programs, however, relies upon human
commitmént. Volunteers will depend on personnel in the institution to direct them toward work
that is meaningful and productive. To be able to use volunteers effectively, staff members mu
accept the volunteers. However, the decision to use volunteers is often made by a person who will
not actually be working with volunteers The staff is presented with a fa/it accompli without ever
bomq asked its opinion.

There is potential for resentment on the part of staff members regarding a volunteer program.
They may feel put upon and view supervising a volunteer as yet another responsibility to add to
the many they already have. They might also feel threatened by the volunteers by thinking that
volunteers who come in and work for no pay diminish the value of their wqrk.

It is important to determine the level of staft acceptance when studying feasibility. 1t often is
difficult, though, to differentiate between avowed support and true commitment. For any number
of reasons, people may respond in a ocially desirable or politically expedient manner when asked
whether they support & concept. However, when the responsibility of participating in a program
becomes reality, many of the ‘‘supporters’ lose their enthusiasm.

. .

Here are some suggestions for getting beyond lip service support and establishing'a better

sense of ""real’’ support: .

14
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- 1. Measure supportat the same time needs are assessed. Staff members wnllmg to
. participate in a needs identification exercise may be more likely to support the program
than those w‘o are unwilling.

2. D#tribute in stat( mailboxes a description of the program and a series of questions about
attitudes towards having a volunteer program. An instrument developed for such use at
the Project ASSERT test sites can be found in the Resource Materials at the end of this

9 section. Example 4 describes one test site’s approach to polling faculty opinion.,

3. Take care not to afienate staff members with long questionnaires and other more or less,
’ impersonal methods. Staff members may need same gentle coaxing and may respond
best to a low key approach. Personal contact al ft{formal gatherings with smaller
numbers of staft may be more effective than mass maulmgs
AY
‘ + 4. Finally, do not edpect that every staff member will want to support the program and be -
! prepared to have a volunteer. Some reticent staff members may be convinced only by a
success story. Thus, it may be sufficient to target staff members who are more likely to
( tx- symphthetid to the program and hope to develop more support as the progr/am grows.

Example 4 _ ,
WHAT DOES THE STAFF THINK?

‘ ‘ Sinclair Communit llege distributed a survey to its departiment chairpersohs.
Project coordinators selected this_group fiecause of the control they felt the chairperson had
over departmental activities. To have any chance for success, it was essential that these
~individuals support the concept of a volunteer program. The response of the chairpersons to
the suivey was strongly positive, so the college felt comfortable in moving ahead with the
program. Had the response been negative, the college could have used the survey answers to
determine the reason for the opposition and perhaps have worked with the chairpersons to
‘ change their attitudes.

o .
* Determine Availability of Resources , - '
L\
Determining financial feasubuluty Jnust begin by outlining the resources needed to operate the
program. Resources can fall into four general categories: human, material, financial, and PR

organizational. %

Human resources are fairly self-explanatory. They are the people~the volunteers, staff to
work with volunteers, and someone to coordinate the volunteer | program in the institution. Material
resources are such things as transportatlon meals for volunteers, office supplies, record keeping
materials, promotional materials, orientation and training materials, awards or certificates of merit,
etc. Financial resources are those things that cover the cost of operating the program and may be

f N
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“eithet dollary, in’kind contributions, or both. Organizational resources are administrative capabilities
and facilities for operating the program.

For each of these resources an assessment needs to be made as to whether it is currently

. available at the institution, nd®currently availahle at the institution but obtainable from an out-
side source, or not currently available anywhere and must be developed. After the resources have
" been catalogued, a budget should be formulated to reflect the costs of obtaining those resources
that nfust come from an outside source, developing those that are not available, and maintaining
those available at the institution. Example 5 displays some items that might be found in a budget.

o |

.Example 5

SUGGESTED BUDGET LINE ITEN}S /
N BUDGET

Volunteer Coordinator’'s Salary

Fringe Benefits tor Coordinator

Office Supplies

Educational Resource Materials

Clerical Help

Reimbursement for Volunteer: Meals and T‘nsportation
Publicity Costs '
Local Travel to Recruit Volunteers

Cost of Staff dnd Volunteer Awards — Plaques, Dinners \
Telephone

Postage
Printing

\ .

The budget should be reviewed to see whether the institution can support the cost of
operating the program. The institution may be able to absorb part of the cost and may benefit
from some in-kind contributions of services. But, there may be costs which cannot be absorbed by
the institution or covered by in-kind contributions. These will have to be covered by outside
funding. Some local options are nonprofit organizations such as the United Way, government units
such as the Area Agency on Aging, or even businesses. Tax |aws allow businesses to invest 5 percent
of their excess profits in community services, so it is possible that businesses could help support a
program, particulmy if it benefits their retirees.

Funds for developing a new program may also be available at the state or federal level.
Investigate the laws that support innovative programmigg in higher education or services for the
aging. A'catalogue of Federal Domestic Assistance, published by the Government Printing Office,
is a good source of information on sources of support and eligibility. The Federal Register also
contains announcements regarding the availability of federal funds. Both documsnts are available

in libraries. < :

O
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. ' A further source of funding is private foundations. The Edna McConnelt Clark Foundation has
a strong interest in promoting the untapped regpurces of the elderly. Other foundations that may
be of ‘assistance can be located in the Directory of Foundbt/ons This document can also be found
in most libraries. : .
i e . . .
Most of the outside sources of funds will be seed money and available only for thefirst year or
two of operation. This limited financing should be taken into account in assessing financial feasibility.
An institution that has few funds to commit to operating a volunteer program and must rely on
temporary funding from outside sources must think in terms of future availability. That is, can
funds be diverted to the volunteer program once it proves to be successful? Institutions have a
responsibility to the volunteers to consider the future of the program. Thus, jf it seems unlikely that
money beyond seed grants will be available, it may not be feasible tp start a program.

Community

»

Identify Existing Programs/Agencies

A study of program feasublllty should inglude a review of community programs for the elderly.
This review should be done as a precaution to avoid duplicating any existing programs. It should
- also be done to catalogue possible sources of assistance.

. There would be no reason for an institution to initiate a program when an existing program
could serve it as well. It also would be very difficult for the institution to succeed at the progr.am if
Hther aqenc'es felt threatened.

. To conduct a community survey, it is best to begug By thinking in terms of the target popula

tuor of volunteers and by systematically identifying various agencies serving their interests. A
teview of some of the following types of agencies is appropriate: older volunteer programs, agencies
serving the aging (including social, health, welfare, and financial institutions), retirement organiza-
tions and homes, trade unions or- professional organizations, or religious organizations. Example 6
lists.agencies and organizations that are typically found in communities.-

A key organization to contact is the Area Agency on Aging. As the designated planning and
coordinating body for the college’s region, its job is to be aware of the multityde of programs
serving the older populption. -Listings of various agencies and a description of their services are
usually available from-'the Area Agency on Aging. These lists are readily obtainable and can elimi-
nate most of the wark of identifying agencies to contact regarding the Volunteer program.

Assess Local Agency/Program Services

A;(community services are being identified they should be catalogued in some way to indicate
- their usefulness for particular facets of the program operation. It may be beneficial to enter into
working agreements with some services while other services should 1ust be mformed of the program
and encouraged to send people toit. . -

For example, the college may develop a list of orgamzatuons to approach for speaking engage- -~
ments. Places such as churches, senior citizen housing units, senior citizens’ centers, and professional
organizations may be good sources of audiences for information about the program. Other organiza-

, tions, such as the RSVP and the Voluntary Action Center, may be better equipped to work for the
‘ ‘ program and so couldbe approached to assist the college in its effort.

17:
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In assessing agencies® services, generating awareness and interest in the program is an inevitable
autcome. Care should be exercised, however, not to arouse too much excitement, until the insti
tution is prepated to tap it. At the teasibility stage, there is still a possibility that the program will
not matenalize or that it will take a much longer time to implement than was originally expected.
In the early phases, the institition will be building credibility in its new undertaking. It needs the
acceptance of those agencies with experiencerand reputation in the area. These agencies can lend
credence to the effort by encouraging their clients to take advantage of it. Thus, until the college
is certain.that it can follow through with its program plans, it shoyld maintain a low posture with

qurd to the agencies. It is desirable to contact them and share the idea, but best to postpone
suqqosnnq working arrangements until it is clear that the program will operate.

18 9
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Example 6 . )
AGENCIES THAT CAN HELP

.

2

Area Agencies on Aging: These are sub state regional planning units yhat usually serve multitounty
araas. They were established by the 1973 Amendments to the Older Amer, cans Act of 1965 and form the
third tier ot the aging network created by the Act. They are primarily a ordinating body. They do not
actually provide direct services but rather manage the service providers in their dign. They do tund some
activities diectly, the most common bding a transportation system for the older adults in the area. They
would be a good source of information on gervices in the area.

Retired Senior Volunteer Programs: Yhese programs arrange volunteer plicements for people sixty
years ot age and older. These programs provide volunteet door-tosdoor insurance coverage and reimbursement
for meals and transportation. These programs cater mostly to nontraditional volunteers, those who are
unskilled and have not traditionally volunteered in the past. Arrangements can be made with them to refer
volunteers to the college’s volunteer program. In order to do this, the college must bucome a volunteer
station for RSVP and sign a memorandum ot understanding with them.

o

,VOWMO_'Y Action Center: These agencies d()‘\ot cater specifically to older adults, but do serve them.
They serve as community clearinghouses for information on volunteer oppor tunities. They also provide
intormation on operating volunteer programs. They-can also serve as a referral agency for the institution’s -
volunteer program. ‘ )

- ‘ ? - 1" B

Multi-purpose Senior Centers: Senior Centers house a variety of programs fvm'(‘_)lder adults in the
community. They seive as a central meeting place, usually oftering an array of social and educational
vctivities, as well as acting as a clearinghouse for services, such as hot meals and counseling. These centers,

as places where older adults congregate, can provide a good source of recruits for a volunteer program.

County Offices on Aging: These units sponsor services for the older adult population in their
county. As service providers, they have direct contact with the aging population in the community and so
could be useful in advertising the opportunity of the volunteer program. -

Community Agencies on Aging: These can exist in their own right, as a local council on aging, or
may be a part of a community action organization. As with the county, these agencies are direct service .

providers and.can help spread tl'\e word about the tollege’s volunteer program.

r
)

Unions or Protessional Organizations: . These groups may have cantinued involvement with their
retired members or may have retired members’ organizations. They can promote the opportunities of the
volunteer program and help the college attract retired technicians. Experience has shown that the college
must be persistent in working with these groups. The best arrangement may be for the college to work with
a contact person who already has links with the unions. -

Religious Organizations: Participation in church-related activities is somewhat higher among the
older public. Making contact with religious organizations can be very useful in seeking volunteers.

-
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‘ OUESTIONNAIR,E USED TO SURVEY STAFF ATTITUDES

&

Previous Involvement with Volunteers

1]
by

In tho‘space provided below, please describé any involvement (past or present) you have had ¢

with volunteers here at

' . Indigate the volunteers’ positions and du(tﬁes. For any involvement that was begun and then

c?iscontinued, please provide reasons for the termination.




A REASONS FOR HAVING VOLUNTEERS IN THE INSTITUTION

Listed below are some possible yeasons why a volunteer could be involved in your program. , -
Please indicate the degree to which you agree or disagree that this is a reason by circling the
number that most closely approximates your answer.

—

1. Volunteers can enriclf the Igarh‘ing procegs and expand the learning environment
for students. '

...........................................................................

. strongly moderately  neither moderately strongly
disagree disagree agree nor agree agree .
disagree ' .

. € | | o ‘
2. Volunteers can assist teachers in providing more individualized instruction in their classes.

strongly moderately neither moderately strongly
disagree *  disagree agree nor ~agree agree
disagree

'. g N .
3.  Volunteers can help school personnel meet Qhe personal learning needs of students by
relieving them of some non:teaching duties and tasks.

...........................................................................

strongly moderately neither moderately  strongly ‘
disagree disagree agree nor agree . agree N~

disagree : : }\

~
y—

A}

4. Volunteers can provide schools with resource people who are able to share special
talents, skills, and expertise that would not normally be available in the schools.

LI 2 3 4 S .
strongly moderately neither moderately strongly
- disagree disagree agree nor agree agree ”,
: \ disagree ‘

. : \




® 5 Volun

Volunteering provides opportunities tor concerned members of the community to
participate etfectively in imy

yroving the education program of the schools.
e

1 ............... 2 ----------- 3 --------------- 4 . 5 ----------
"y strongly moderately neither moderately strongly
disagree disagree agree nor agree agree
L disagree
6.  Volunteerism helps stimulate greater citizen qnderstanding and support' of school
programs through citizen participation. )
] ..... e e 2 -------- 3 ----------- 4 ------- 5 .
N strongly moderately neither moderately strongly
disagree disagree agree nor ayree agree
disagree
7. Vo?u Nteers are avaluable source of ideas about the community: as well as relevant
) , information about problems and needs in the communitr3.
‘ 1 --------------- 2 --------------- 3 --------------- 4 ------ 5 T
) strongly moderately neither moderately strongly
' disagree disagree agree nor agree agree
disagree

B. REASONS WHY INSTITUTIONS DO NOT USE VOLUNTEERS

Postseco‘ndary institutions often make little or no attempt to recruit or utilize the services of

volunteers. Listed below are possible reasons for this. Please indicate the degree to which you agree
or disagree that the statement describes a real reason b

y circling the number that most closely
approximates your answer. ‘

N

. 1. Institutions are not familiar with the activities of volunteers, the contributions they A
make, and the hours they devote. . ‘
1 ---------- 2 . . 3 -------------- 4 oooooooooo 5 ooooooooooooooo
. strongly moderately neither moderately strongly
disagree disagree agree nor agree agree
disagree




2. Thehstitutions are unaware or uncertain about how to obtain volunteers. Unwilling to
assume the responsibility for recruitment themselves or lacking knowledge of recruitment
techmques, they are unable to obtain volunteers. And, they do not know which agencies
they can contact to assist them. . ‘

1 2 3 4 5 .
strongly moderately neither modetately strongly
disagree disayree agree nor agree  ~  agree
disagree
" L Y v

3 The institutions would like to.use volunteers, but they are unable to identify appropriate

tasks tor them. ' '
)
1 2 3 4 5
strongly moderately neither moderately strongly.
disagree disagree agree nor agree agree )
P disagree ‘
- ] A V N : ‘ 15 o ‘ .

q. The institutions are unable to use volunteers because opposition from paid personnel
who perceive a threat from volunteers is too great. - .

1 ? -3 4 5 '
strongly ~moderately neither moderately strongly
disagree disagree agree nor agree ayree
disagree '

5 The institutions have been deterred from developing a program because they lack
knowledge about the procedures and processes involved in managing a volunteer program.
1 2 3 4 5

e S Y T FRTRTOTUEEE S S
strangly modera’@ly ‘neither moderately strongly
disagree dig\gree agree nor agree agree
disagree
N

6. The institutions would like to have volunteer programs but lack the financial resources
to develop them and are unable to obtain funds or are unaware of how to do so.

‘ 1 2 ) 3 4 5

stronqly moderately neither moderately strongly
disagree disagree agree nor agree " agree
, disagree
’ 24 .
. N
LA
. ) , .




" C. ATTITUDES TOWARDS VOLUNTEERS

® o0 :

Below s a List of statements regarding volunteer behavior. Please indicate the degree to which
you ageee or disagree with the statement by cicling the number that most closely approximates

YOutr answer . : : . ‘
¢
1. Dependability: Volunteers are not always'dependable. They make a commitment and
then don’t ive up to it. Workers are dependable when you pay them.
‘ 1 2 3 4 5 ‘
strongly moderately neither moderately strongly
. ‘ ' disagroe disagiee agree nor agree agree

disagree ®

-

-

2. Contidentiality: Volunteers do not always honor contidentiality. They may gossip about

‘ students‘or school affairs and in the process destroy student contidence and/or public
confidence in the school.

: 1 2 3 4 5
SEPITRIP S T T s s
strongly moderately neither moderately strongly
disagree disagree’ agree not agree agree

“‘ ' disagree i

3. Disillusionment; Volunteers will come to the program full of enthusiasm and as tjme
goes by, bath their excitement and numbers will dwindle.

1 2 3 q 5
--------------- .‘..-.--...---- Tie st crevs e s DI IS R PP DR R N
. strongly moderately neither moderately stlgngly
disagree disagree agree nor aglee agree
disagree
' 4. Amateurism: Volunteers who have not been trained as educators will not be able to
> handle students in a professional manner.

1 2 3 N D
strongly ‘ moderately neither moderately strongly
disagree disagree agree nor agree agree

: disagree .

(
‘ *
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5. Lack of Control: Because volunthers are not paid for their work, it is hard to justity ‘ ‘
supervising or directing them. ' .
) | 2 3 -4 5 «
..................................................... Prieeas LN O N
strongly modarately . neither " moderately strongly’ -
' £ disagree disagree agree not agree agree

disagree '

¥ .

‘ .
N Threat to Pavd Personnel: Volunteers may be viewed as a replacement tor staff.
1 2 ‘ 3 ‘ 4 b
strongly moderately neither moderately strongly
disagree disagree agreemor - agree Cagree
! ; _
disagree
¢

i

/. Volunteer Expectations: Because they work gratis, volunteers will expect special
treatment or extra considerations.
]

| 2 3 4 5
strongly moderately neither . moderately  strongly
disagree disagree agree nor aqgree agree

disagree .
- | .

D. TASKS VOLUNTEERS COULD PERFORM

_ . , F. '
Listed below are tasks in which volunteers have been involved. Please read them and respongd
using the tollowing statements: :

4

A. Do not presently offer this service.
é ' ) . .
B.  Would not use a volunteer in this service area.
C.  Would use a volunteer in this service area. .

D. No opinion.

-~

Counseling
-

— Caregr guidance: Volunteer may help students decide what career they would like to pursue.

Career planning: Volunteer may help students plan courses in the context of what they
will need on the job. ‘ .

“

————




- Job coaching: Volunteer may help coop students having tr()ul)lﬂ on thair jobs l)v ndvnsmq
‘ them on the dynamics of the work situation.

Placement

— Job broker: Volunteer may ‘l(’ out in the ¢ ()mmumty und establish contacts and positions
m which to place students — either tor employment, internships,, dr coop positions.

— Pldﬂ'nu-nt hbrary: Volunteer may serve as:a resource perspn in an area where information
on careers and the world. ot work can be viewed by students on an informal ° ‘browsing”’
basis. The volunteer may talk with students as well as perform some librarian functipns.

e *Plac ement workshops: Volunteer may be a resource person for knowledge on the world of
work sal(m('s, advancement, etc.

Instractional

— Clgssroom: Volunteer may pertorm clerical, monitorial, and mstrucnondl remforcemem
tasks under the direct su;wrvm(m of the classroom instiuctor.

—— Lab Assistant: Volunteer may assist in school, giving students individual attention and
checking their work, under the direct supervision of the lab instructor. -

L

——  Field Trip Assistance: Vuluntvm may arrange and quide field tnps tours, or excursions to
‘ industrial and business sites.

. Miscellaneous

——— Student organizations: Volunteer could sponsor or assist with projects in student
organization_s. "

——  Advisory committee: Volunteer could advuse on the development of programs for the
elderly or curriculum for technical programs.

—— Pool of resource persons: Volunteer could prganize and administer a pool of persons who
would be guest speakers and lecturers, give demonstrations of various technical skills
(htstorlcal perspective), tutor when needed, etc.

—_— School/commumty Volunteer may act as a liaison between the school and the cammunity
by keeping business and industry leaders informed about the school program and by relay-
ing information back to school pers8nnel about business and industry attitudes toward the
program.

e School P)ospntaloty Volunteer may receive people who visit the school and give tours of
thg school.

——— Technician: Volunteer may mventory store, maintain, and operate equipment in school
labs and shops.

¢ | .
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. - COMMIT TO OPERATE PROGRAM ,

<

It the program has been determined feasible, the institution shoyld make a final commitment
to operate the program. Initially this will involve hiring or appointing staff to operate it and placing
the program in the institution. '

Institution

‘Hire Staff . . ) :

Itys valuable for the institution to have at |east one person responsible for the program. This
. person, the volunteer coordinator, may be either part time or full-time, volunteer or paid, depend-
ing on the scope and complexity of the program. It is advisable to have a full-time person when
beginning the program. It will require a great deal of time and effort to lay the groundwork for
operatihg the program. This person’s hours may be reduced once the program is in full operation.
* 4

The volunteer coordinator’s position is multifaceted. It is ph administrative, supervisory, and
haison position all in one. The volunteer coordinator will be responsible for the mechanics of the
program. This is the administrative role. The coordinator must

& determine how.many volunteers are needed and what they w.iII do,
e recruit volunteers, B | |
& ® work w-ith staff to develop volunteer 1505(tions, | _ (
® screen and place volunteers and make adjustments when necessary,

‘ ® keep records of daily attendance and meals, and transportation reimbursement,

® maintain a resource file on available volunteers,
¢ .

>

submit monthly reports. ‘

The coordinator must also insure that good use‘is made of volunteer talents. This is the
supervisory role. The coordinator nfust represent the rights and responsibilities of both the volun-
teer and the staff person with whom the valunteer is working. The coordinator should be prepared
to orient and train both volunteers and staff so that they understand their roles and how they can
best work together. It is important that the coordinator not assume an advocacy position in the
supervisory role. The coordinator should not monitor staff activities to insure proper treatment af
volunteers, but concentrate on preparing staff and volunteers to Work together, accepting grievances
from either group as they arise, and working with them as a team to solve any problems.

The coordinator is also a liaison person who makes internal and external linkages for the
program. Internally, the coordinator will link the.volunteer to the.reet of the institution, bringing
volunteers and interested staff together. Externally, the coordinator will create-a base of support

«for the program. As discussed I the previous section on planning, it benefits the program to have
expressed support from potential groups with a vested interest in the program. The volunteer

- coordinator can help develop this support, particularly in the case of volunteer agencies, by develop-
ing agreements with these agencies to use their resounces for recruiting, training, or any other
program activity. A sample job description for a volunteer coordinator is found in the Resource
Materials at the end of this section.

h]
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The person who has the position ot coordinator should be tamiliar with both the institutional <
environment and the community network of agencies. The coordinator should know something . .
about education as well as about older adults. 1 1tis not possible to find someone who meets all -
the qualitications for the job, it becomed necessary to establish which qualifications are “essential”’
for doing the rob and which are “prederred.”’

. \ _ -
+lts dithicult to say which s more important in the coordinator’s job  a knowledge of the
mstitution or the community. A lot depends on the institution itself -how much support for the
program as already present, what kKinds of links are already established with the community, and
whether or not an adnumistrator has been assigned responsibility for the program and contributes
yme tpat. . ‘

v

\ . . ¢

The Project ASSERT demonstrations provided the opportunity to observe a cqordinator who
had experience in working with orgamizations for the aged and another coordinator whose experience
was in the commumity college. Example 7 Hescribes the coordinators hired.

_ O . )

v Example 7
JWO COORDINATORS , -

Sinclair Commdﬁny College: Sinclan sought a coordinator familiar with the college and the

. community  The search found sueh individuals (part-tme instructors and spouses of faculty
members), but the timing was such that huing was not possible. The college turned to sameone
already on the taculty to perform the job. It was felt that it was more important to haye
someone who knew the college to “sell”” the program within, and that the college had some
trong community hinks through its advisory committees, particutarly on labor studies. ‘

University College: University College felt the need for someone with community contacts

and Tooked for a coordiator outside the institution. Initially, a coordinator with a union .
. atfiliation was sought in the belief that such a background would be helpful in recruiting

retired techmicians. When such a candidate could not be found, the college hirted a coordinaton
with expenience in working with older adults.

> .

Both colleges felt that not having someone with experience in both the college and with
organizations serving retirees limited them. Program development was slowed in the areas where .
the coordinator lacked tamiliarity. If at alk possible, it is best to have someone who knows both
areas of operation. .

One possibifity that should not be overlooked is the assistance of volunteers in the coordina-
tor’s functions. They can be involved in many ways. Should the college be unable to support a
tull time coordinator, volunteers can supplement the hours devoted to operating the program. This”

J4s also true in the cases where the coordinator may lack knowledge of older adults or of the college
environment.- A volunteer with knowledge in one or both areas can use his/her expertise to assist
the coordinator and complement the coordinator'’s skills. ’

The involvement of volunteers may be especially critical for institutions with uncertain fund-
ing. As funds dwindle, it may be necessary to delegate the responsibilities of operating the program
to the volunteers.

32 73" | .
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Place the /’mgr.un -

The program needs a place m the institution, physically as well as organtzationally. The
coordmator with require an ottice trom which to conduct program business and also will need to
know the chain ot command regatding program policies. Beyond just practical concerns, the

program needs a physical presence to provide it some legitimacy and it needs an organizational
nchesto provide ot some authornity.,

0
»

. * .
Reqgarding the coordinator’s dtfice, preference should be given to a very accessible, visible
' ol . . R . o
location. The volunteers’ first trips to the institution are hkely to be confusing. They will be enter

SAng anuntamihar envitonment and getting lost can discourage them from participating. Thus, its

rmportant that the ¢oordinator’s office be casy tQ find. A visible office also helps publicize the
pgrodgram to taculty and stidents. As people pass by the office they may be drawn to ltwith ques:
ons. They may see volunteers in the otfice and start thinking about ways in which they could
benetit trom the program. .

[

To place the program organizationatly, it should be viewed as a college function that cuts
actoss all departments. The program has the potential of serving most, if not all, the departments,
so the coordmator must have sufficient authority to cross departmental lines. Example-8 contains
imtormation about placing the program physically and organizationally at the sites.

. : . Example 8
PLACEMENT OF THE PROGRAM AT THE SITES

L2

® At Sinclar Community College the program operates under the acgis of the Division of
Continumg Education. The Dean’s ottice serves as the cential location for program
operations and the coordinator 1eports to the Dean.

® At University College the programt operates directly out ot the Dean of the College’s
Othice and the coordimator reports to him. The program otfice s located in the
admimstiation building on a ditterent floor trom the Dean's office.
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SAMPLE VOLUNTEER COORDINATOR JOB DESCRIPTION
. - C} - — —
” A
. ) : b
w  Aob descniption tor the voluntesi coordinator might look something like this.
. .
L 'Y N a M . R}
Title Volunteer Coordinator
Responsible ta Dwvan of Continuing Education
Oetinition of Duties Goneral admpnistration and planning ot volunteer program,
whigch should include the tollowing:
| Making presentations and/or speuches on behalt of the program for the purpose of recruiting
y volunteers and encawragmg commutity support for the Progaam
2 Plannimg and operating a promotional program tor the purpose at recruiting volunteors tor the
program ' r
3 Famuliatizing statt with the pragram and its policies and wherever possible assisting them mn
identitying thew need for volurdtegr assistance
4 Developing tile of volunteer job descrptions ’
) Processing statt requests tor volunteer assistance e
. . i
6. Assigning volunteers to positions s .
- +
7 Keepig tles and records of volunteer activity an the institution
8, Conducting meetings with statt and voluntesrs 10, orient volunteers 1o the college, assist staff )
to work eftectively with valunteors, and provide traming for volunteers where necessary
9. Planning meetings so that volunteers can become acquainted, discuss problems, and exchange
ijoas
10. Planning meetings so that statf working with volunteers can hiecome acquainted, discuss problems,
and exchange 1doeas b
1 Artanging for recognition of volunteers and staff in the college
' . \
12 Monrtor g program progress . s
+ —
* ¢
13 Arranging tor evaluation of program .
L
14 Planning for continuatiagn of program and assisting in obtaining funding ’
Time required 20-40 hours per week
Qualifications Coordinator should be familiar with the operation of the institution, should also
have worked with retirees and have a knowledge of programs serving older adults.
Past experience in managing programs, particularly volunteer programs, is preferable.
&
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PLAN THE PROGRAM

Once the commitment has been made to establish a volunteer program, the institution should
begin to plan for program development and implementation. Plahning as a preliminary step'to
program operation is invaluable.

The process of planning involves determining what is to be accomplished by the program,
assessing the institution’s current status with respect to the program to be established, and
identifying the tools needed to operate the program successfully. Planning has been compared to
breparing a road map for a trip. Starting from one point in time or location, the individual planner
must plot out a series of steps to follow to reach a designated destination or condition. In plotting
the route, the planner must identify not only steps but possible problems that may be encountered.

This handbook hopes to take some of the work out of planning for a volunteer program in a
two year postsecondary institution. |t provides a series of steps to follow in installing and operating
such a program. This does not eliminate the planning function; it merely provides a framework for
planning. Each institution has its own unique set of circumstances and resources that make it
impossible to generalize about the planning process. Institutions will fipd that they seek to accom-
plish different things with the volunteer program and thgt they will be beginning from different
situations. Furthermore, the communitiesin which the Anstitutions are located will differ as to the
mix, strength, and cooperation of the programs and sefvices they offer. Thus, it is essential that
each institution takes time, before launching a volunteer program, to think through the process and
map out some strateqy. ’

Institution
Establish Goals and Objectives
- Well-written goals and objectives are essential. Initially, they focus the effort. As the program
_progresses, they serve as guideposts to help keep the effort on track. And as the program draws to '
aclose, they serve as indicators to measure the success or failure of the effort.
Goals are broad policy statements of the aims of the program. Objectives are more measurable

statements of what the program is to accompljsh. "Establishing a volunteer program using retired
technicians as volunteers’’ is a‘ﬁoal, while “‘offering more career guidance by installing three volun-

. teers in the guidance office at the beginning of the-fall quarter” is an objective, Notice that the first

statement is very general. |t conveys a sense of what'is to be done but provides no information as
o exactly what will be done, who will do it, how it will be measured, or when it will be accom-
plished. The secand statement provides all four pieces of information:

What: to offer more career guidance
Who: retired technician volunteers
How it would be measured: number of volunteers stated

When: by the beginning of fall quarter

Example 9 displays the set of goals and objectives developed for the Project ASSERT demon-

stration sites. Some may apply to the program being planned for another institution and others may
not. However, they should help trigger some thoughts as to the goals and objectives of establishing
such a program. o
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Review Current and Past Institutional Practices

Current and past college practices that may have some bearing on the volunteer program
should be reviewed as a part of the planning process. Some areas of concern may be personnel
pohcies, other volunteer activities (e.g., alumni), and programs for older ‘adults. Such a review can
accomplish three things. It may reveal current practices that are functional for the volunteer
program. It may dlso uncover practices that may be dysfunctional and act as barriers to imple
menting the volunteer program. And finally, it may identify gaps in practices that will have to be
hlled to operate the volunteer program.

-
Y -

In conductitiy a review, it will be possn)le to “‘get a fix" on the institution with regard to the
volunteer program. This step can be invaluabl¥, so it¥hould be done thoroughly. The fefer gaps
that need to be filled, the lower the cost of the program. For example, orientation programs
presently used tor new students or staft may be perfectly adequate for volunteers as §ell. A review
ol the institution’s advisory committees may reveal ready-made contacts for the volu
Some of the individual members may be able to provide links with community agencies that can
assist 1in operating the program. Alumni whounay already be providing volunteer services may pro
vide a pool of possible recruits. .

Some existing administrative policies may be transferable to the volunteer program. Reim
bursement procedures are an example of such a policy. Other administrative policies may hinder
the program and should be examined carefully before embarking on a volunteer program. Failure
to take stock of possible problem areas may cost the mstltuthn in credibility and money. Example
10 1lastrates some administrative |ssues that caused some concern at the ASSERT sites.
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‘ ¢ Example 9
’ N PROJECT ASSERT GOALS AND OBJECTIVES

Project ASS\RT, through 1ts model demonstration program, had the following goals:

1. To entich the lives of retirees from the trades, crafts, sgmisi(illed, and technical occupations
by providing thom with contributory roles after retirement

x To enrich the educational offerings of two-year colleges by infusing them with the
occupational knowledge and experience of retirees from the trades, crafts, semiskilled,
and technical occupations ‘ .

3. TR increase student understanding of the life of work and careers by creating an environ-
ment for the intergenerational sharing of skills :

4. To provide the design for implementing similar projects in other two-year colleges

5. To strengthen the ties between the two-year college and the community at large

For these goals the following objectives were developed:

< 1. To demonstrate the strategies for installing and operating a volunteer program in two
two-year colleges in Ohio so that the concept of using retirees from the trades, crafts,
semiskilled, and technical occupations can be tested and, if proven successful, repeated

(' 2. To establish volunteer positions in two two-year colleges reflective of the abilities of
i retirees from the trades, crafts, semiskilled, and technical occupations so that they may
-maintain a meaningful and productive role in the community after retirement

o ) A Y
‘ 3. To recruit retirees from the trades, crafts, semiskilled, and technical occupations and
place them as volunteers in two-year colleges in positions that take advantage of their past
occupational experience , ‘

” B3 -

4. To better acquaint students with the world of work througf\ interaction with-péople who
have spent the better part of their lives working, so that the students can make more
infoymed career choicdy -

. . . J
5. To develop, test, and disseminate a Resource Handbook outlining the promotion, recruit-
ment of retired technicians, etc., in two-year colleges in order to facilitate a wider practice
of the concept -

6. To strengthen occupational education in two-year colleges by providing additional personnel
who can advise and instruct students on career opportunities

7. To establish linkageswith organizatior'is that have contact with retired technicians, so that

a concerted effort can be made to locate and place potential Volinteers
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“Example 10 ,
SOME: ADMINISTRATIVE CONCERNS AT THE SITES

Two 18sues arose at the demonstration sites that involved interpreting administrative policy. Ones was
with regard to confidentiality and the other to hiring practices.

Both Sinclan Community College and University College anticipated having volunteers in posi(ionsb
that would allow them access to students’ records. The question arose as to whether allowing volunteers
such access would be a breach of contidentiality. In both cases, it was determined that it was not.

At Singlair Community College there was the question of whether placing a volunteer in any position
would be violating the college policy that prohibited placing someone in a position when such a place-
ment would displace or 1educe the number of regular employees. The deciding factor in this case was
whether or not the volunteer was placed in a budgeted position. Thus, as long as the volunteer was not
placed in a budgeted position, the policy would not be violated. This poligy protects both the voluntes:
and the college stattf.




Community
Negotiate Working Agreements with Local Agencies

The institution may be a newcomer to the world of volunteer programs. As mentioned
previously, it can rely to some extent on the resoyrces found in other agencies that work with
volunteers, older adults, or both. The point to remember is that in operating a volunteer program
tor a specific group of individuals, there will be some overlap with other programs operating in the
community. There is no reason to work independently from or at cross purposes with these pro-
grams. Rather, attempts should be made to cooperate with them.

Building bridges )with tommunity agencies is a very important element in planning and
operating a volunteer program. To recruit volunteers, the institution must actively reach out in the
corhmunity. And with older adults as the target, this often means building new relationships in
the community.

As a part of the planning process the institution should begin to define working agreements
with local agencies. As was noted in the section on ‘'Determining Program Feasibility,”’ agencies
will vary as to the kind of assistance they can provide.

Some will be able to assist in recruiting. The mechanics of this assistance should be understood
by all involved. It may mean running ads for volunteers for the college along with ads for other
programs. It could take a more active form of assistance, such as having staff members from other
agencies speak on behalf of the college program.

_ The kind of assistance an agency can provide may depend in large part on the resources it has.
Contrast, for example, the experience of the two ASSERT sites as described in Example 11.

The college should be aware of the impligations of joining into work arrangements with other
agencies. There may be conflicting roles that could cause friction. If an agency is recruiting for the
college, it may feel that it ought-to have some responsibility for placing the volunteers it recruits.
The agency may not feel comfortable releasing a volunteer for placement by someone else. -

While planning, the college should also approach organizations that have been targeted for

speaking engagements. Dates should be scheduled and procedures delineated. .

Example _11
BUILDING BRIDGES IN THE COMMUNITY

# arrange speaking engagements with groups who might be particularly interested in ASSERT.

: ) 'y 4
Both Sinclair Community College and University College in Cincinnati developed working agreements
with the RSVP in their area.

The RSVP in Dayton was a very small operation with a limited budget. Whilé their interest in ASSERT
was very strong, they were unable to actively promote the program. ASSERT positions were listed
with them and appeared in their literature, but no special efforts were made.

The Cincinnati RSVP on the other hand had a better financial base. They had sufficient staff time to

&
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GENERATE AWARENESS

As soon as the program has been approved by the institution, efforts to generate awareness of
iIts presence should begin. Generating awareness can stimulate interest in the program and even
enlist some participants. The institution may not be ready to mount an all-out recruitment drive.
The lack of clearly defined volunteer jobs or program operating materials may-make it unrealistic
for the institution to do this. However, it is equally unrealistic tor the institution to wait until
absolutely everything is in place before operating any kind of awareness effort. It can take quite a
while for the word to spread about a program. Volunteers will not appear immediately after infor-
mation about the program has been released, nor will faculty members develop jobs as soon as they
are informed of the opportunity. The institution can use the time after the information qgoes out
and before a heavy response is felt to put the final touches on its operations. Because of the time it
takes to translate interest into action, it would be unreasonable for the institution to get all geared
up for the program, only to sit and wait for weeks'and weeks until volunteersJe attracted to the
program. Such a time lag could affect motlvatlon Itis important for the institGtion to be able to
react at the right time. ’

It is highly Ilkely that the institution wil) attract some volunteers with its early promotion.
This is not to be feared It can be an asset to the program. This handful of early volunteers can
provide the program a ““track record’’ that can be used in promoting the opportunity. People
respond more to a known quantity; they don’t want to be the first to try something. Thus, haying
volunteer;; enrolled in the program early can help in convincing people that participating is worth
while. There won’t be more volunteers than the institution can handle.

In these early stages, the recruitment of a volunteer and the development of a job are likely to
occur simultaneously. This is not to be discouraged. As a later section will note, it is often the only
way to break the ice for a program. Operating in this fashion requires special care to balance the
interests of all involved.

As with all the other components, generating awareness takes place within the institution as
well as in the community. The purpose of creating awareness in the institution is primarily to
devel})p job placements. The purpose of releasing information in the community is to generate
recruits.

Institution .
Inform Faculty /Staff/Students of Opportunity

Depending on how extensive a needs assessment was conducted or how many people were
contacted regarding their support for. the program, the faculty and staff may already be well aware
of the program. If such is the case, it is not awareness that will need to be generated; rather it will
be active participation in the program. Participation can be accomplished by having faculty and
staff members submit job descriptions. Remind faculty members of the needs assessment and of
the tentative jobs they identified at that time. The reminder may facilitate their submission of

formal descriptions. ‘ ¥

If the majority of faculty and staff members have little or no knowledge of the program, i{is
appropriate to provide them with some program descriptian before soliciting a job description
from them. Any number of approaches can be used to tell the faculty and staff about.the program.
The method used is not really important, but follow-up is critical. The coordinator will have to .

v
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sustain statt interest in the ‘[)l()i(.‘(ft by continudlly contacting statf members who have shown an

imterest. Untortunately, because of then many other responsibilities, staff members tend to take a ‘
passive stance and, while interested, will let the opportunity slip by unless they are constantly

reminded gf 1t The coordinator should not run the risk of turning someone off about the program

by being obnoxiously persistent. The coordinator should be able to respect reluctance on the part

ot statt and not push when it is hopeless, but should not be timid. People who are interested will

become actively involved only through persistent mminde.!r‘s.

Some ot the techmques used by the ASSE RT test sites to generate internal awateness are
reviewed i Example 12,

Example 12
PROJECT ASSERT COMES TO CAMPUS

Umiversity College o

The Uoiversity College consortium faculty and statt were intormed through an incremental
approach st the Deans ot the Colleges were contacted and they passed the word (mwn to individual
taculty members The coordmator then met individually with the faculty members who showed an
mterest to discuss then needs and possible positions tor the volunteers.

The consortium faculty and statt also used a blanket approach and made presentations at taculty
meetings. At these meetings they -distributed a brochure that briefly described the program and the
procedures tor pasticipating inat and the person to contact tor turther information.

Finally, the consortium taculty and staff contacted the college’s public information departmant

and teleased intormatron ahout the progrtam thiough the college newspaper and a campus newsletter. ) ‘
N The pubhc intormation department was also used tor generating external awarenass since it is part of
the department’s tunction to mform the public about the college’s activities, .
‘ |
Sinclarr Community College: <
At Sinclan . tacdity and statt learned about the program thiough announcements at committee
meetings and at the meeting of the Institutional Counail. ‘
in additton, all tull time taculty, deans, and department chairs received wiitten announcements
aboat the program
In conducting an internal awareness campaign, personnel of the program should not overlook
avery important group of people—the students! Many state supported institutions are required by
law to provide - sometimes on a space-available basis—educational opportunities free of charge of at
a reduced rate to people sixty years of age or ofder. Many institutions have a steadily increasing
number of retired persons enrolled in their educational program. These people should be identified
‘and informed of the volunteer program opportunity. They are already on campus, so any reluctance
or fear they might have about going to a college program has already been diminished. Thus, they
are good people to involve early in the program; their involvement can help build credibility for
others who 'may have fears.
: :
Both of the test sites looked to their older students. As Example 13 shows, it was worth the
etfort .
N @
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Example 13
DON'T FORGET THE OLDER STUDENTS

Sinclawr Commumity College hosted a reception tor its Golden Agers. The ASSERT organizers
axplained the program to them at that time and solicited their involvement.

University College got a listing of its older students and invited them to attend a reception held
for the benefit of community agencies as well. The ASSERT administiators caljed the reception their
Project ASSERT Kick-Off and, just as Sinclair, explained the opportunities of the program to all those
attending.

Those efforts paid off! Both sites attiacted-some of their students to the program. One volunteer -
had been taking swimming classes at University College. Atter the Kick-Off meeting, he was transformed
from student to instructor! . :

Develop Job Descriptions

Volunteer job descriptions are an important element in program design. They define the job
and help the volunteers perceive their responsibilities and relationship to the institution and the
people working in it. There are other advantages to job descriptions. They provide information
about the job—such as duties, hours, qualifications and supervision—that can be helpful in the
recruitment, screening, training, and supervision of volunteers.

Job descriptions guarantee the need for volunteers by making people translate their needs into
specific tasks and duties. They help avoid the situation in which the volunteer reports to the job,
only to find that no one is exactly sure what the volunteer is supposed to do. This kind of incident
can really undermine a volunteer program. People who are waiting to volunteer quickly lose their
enthusiasm if it seems that they are not needed.

Writing a job description for a volunteer job involves the same things as one for a paid position.
The only difference between a volunteer and a paid staff member is that the volunteer recéives no
monetary compensatlon So, aside from pay, a volunteer needs to know the same exact things a
paid staff member needs to know. Descriptions should include the following information:

® Title — accurately reflects the responsibilities the volunteer is to fulfill -

® Accountability — specifies person to whom the volunteer reports and is accountable
e Qualifications —loutl‘ines education and abilities needed

e Duties — defines specific functions the job will entail

® Hours required — specifies hours per week

Example 14 is a job description for a position at one of the ASSERT test sites.




Example 14
SAMPLE JOB DESCRIPTION

Y

VOLUNTEER COURSE TUTORS FOR
ELECTRONIC ENGINEERING TECHNOLOGY

Qualifications S

The volunteer course tutor will be qualified both academically and in practical experience.
Qualitications include such attributes as patience, understanding, tact, and the abihty to encoutaye
’
students to do thea best.

Job Responsibilities

The valunteer course tutor will help students during open lab pariods and will assist the instructor
O the department chanperson.

-

. There is a variance of opinion as to when job descriptions should be written. Some people
would say that before volunteers are ever recruited there should be a written job description for
every position. From the standpoint of protecting the volunteer by guaranteeing a position,
writing job descriptions before recruiting makes sense. The institution can be very specific about
the type of skilled people it needs, eliminating unqualified applicants,

Others note several problems with this approach. First, developing a volunteer program
requires a gresrt deal of creativity. Conceiving volunteer jobs in the absence of real people with
varied skills can take on a very abstract quality. Several things can happen. Staff members who may
feel they could use a volunteer may not feel that they have the time to think through a job descrip-
tion and so never submit one. Or, staff members may have a difficult time identifying what accept-
able volunteer work is. Without talking to someone who can agree or not agree to certain tasks, .
they may decide that what they need done could not be done by a volunteer and so never submit
a job description. In either of these cases, the presence of an actual volunteer with whom a staff
member could interact and negotiate could change a potential nonvolunteer user into a user. In
fact, both the ASSERT demonstration sites reported that staff needed to meet fage-to-face with the
volunteers t,),efore they could really think seriously about getting involved with one.

A further problem with requiring job descriptions before recruiting volunteers is the potential ,
of job descriptions eliminating valuable volunteers. People tend to underestimate their skills and
abilities. This is particularly the case with retirees, who may have never attended a postsecondary
institution. They may have difficulty assessing their own capabilities and are likely to screen them-
selves out of a program. However, if they can come to the institution, see what it is all about, and
talk to someone about the program, they may be convinced that they can make a contribution.

As stated before, the advantage of writing job descriptions before volunteers are recruited is
that it makes people organize their thoughts so they are prepared to work with a volunteer when
the opportunity arises. This is important and should not be ignored in the face of the problems
just discussed. There is an apparent conflict; job descriptions should be written to guarantee the
need for volunteers, and yet staff and potential volunteers can be eliminated by requiring them. The
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problemas ehminated 1f job descriptions are seen as flexible, moving from general to more

specihic as more tacts about the volunteer and the position become known. N

.. -

It would be o mistake to start a program without position descriptions. Staff members who
are truly interested should be able to develop some kind of description. Consider these early
descriptions as basic guidelines that can_be modified at any time. Hours and duties may change
n fact, they should change to allow the volunteer to grow.

A Community

Operate Promotional Campaign

The pnimary purpose of operating a promotional campaign in the community is to recruit
volunteers. There are a variety of techmiques that can be used to create community awareness of
the program. In general, promotional techniques that put the volunteer coordinator in direct
contact with potential volunteers are most effective.

Bemmg new, the institution’s volunteer program has no reputation to precede it. Thus, people
may need some active convincing to motivate them to participate in the program. One approach to
use 15 to tack the program’s promotion onto that of a more established program. This can help to
compensate tor the program'’s lack of public image.

The institution does have a reputation for its other endeavors, In promoting the volunteer
program, emphasize what people do know about the institution. The college is already an accepted
educational service provider. Promotional materials may remind the public of this and then offer
a new service of volunteer opportunities.

In designing the promotional campaign, there are some basic principles that should help
generate a productive etfort.

Offer the volunteer opportunity effectively. 1t is important that potential volunteers perceive
the opportunity they are being offered as interesting and worthwhile. The college should emphasize
its need for volunteer service and show an interest in volunteer needs and expectations. |t should
demonstrate the institution’s desire to work with volunteers to make the interaction a valuable .
experience. Flexibility and personal approaches in such things as the initial interview and invitations
to visit the institution before a commitment is made will all show volunteers that they are really
needed and wanted.

Promaote the need for services. While, particularly with the sixty-five and over age group,
there are benefits to the individual in volunteering, the college should emphasize its need for
servi.ces‘. This legitimizes the opportunity it is offering. And as surveys have shown, people volunteer
tirst, to help people and, second, because of the enjoymeﬂt it brings them.

»

Promote the program continuously. Some times of the year are better than others for promo
tion, so major promotional drives might be conducted at those times. Promotion should be done
continuously, however, since there will be some volunteer turnover and new needs will arise. With
the sixty*five and older age group, the college should consider conducting a major promotional drive
in the spring or summer when it is easier to get out of the house. Also, many elderly people from
northern climates spend their winters in warmer climates. Once they are.enrolled, the volunteers’
enthusiasm should carry them through the long winter months. Winter, however, may be a time of
high turnover, so recruiting should be done all of the time to maintain a pool of volunteers.

[
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Be aggressive when promoting the program. Itis important that promoters avoid being
abrasive and avord underselhing the job to be done while seeking out potential volunteers. Many
writers on the subject insist that most people just need to be asked 10 volunteer. Making the
contact, then, s very impor tant. Colleges should not hesitate to go out into the community,
door to door it need be, to push the opportunity. Most people won't just come to volunteer on
thenr own aimitjative, they must be asked.

Concentrate iitially on daveloping a corps of well-trained volunteers. The volunteers’
perfarmance will either convinee reluctant staff member$ of the value of having vGF’uMSws o1
confum thern worst fears about them. Also, satisfied volunteers are the best promoters g volunteer
program can have. Word of mouth can generate many recruits. ya

Use a wide range of promotional techniques. People respond to different things, so it 1s best
to use a vanety ot methods, at least until it is clear what methods work the best. Some of the

“techiiques used may produce fewvolunteers. Thus, it is wise to identify the most effective tech

niques and narrow the scope of activity. Until such ihtormation is available, the best course of
actionas to use many and varied methods ot conveying the need for volunteers. Example 15 reviews
avariety ol techniques the college could use.

The ASSERT experience was that the effectiveness of one promotional technique over
anather depends in large part on the visibility of the college in the community. The site at Sinclan
Community College was well known and respected in Dayton, and it had falrly good success
promoting through the mass media. The other site, University College, was less well known ot
understood in the community and found tlu- mass media to be of little value, except for instances
m which then program was associated with established programs. The college found direct contact
with volunteers to be the most effective method. Example\16 lists the variety of promotional
approaches used by the sites.

A hinal phece ot advice on promotion is, /Be patient!”” It may take some time to find the most
ettective promotional technique. 1t will also take time to develop a strong promotional message
and locate the best source of volunteers.

Volunteers can be very helpful in designing and redesigning promotional materials. Having
been recruted themselves, they are very sensitive to the message conveyed and to the method of

conveying it. . \
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Examp]o 16
A POTPOURRI OF PROMOTIONAL TECHNIQUES

Newspaper

Television
and Radio:’

Direct Mailing:

f’onen,
Bumper Stickers,
Brochures:

Word of Mouth:

Open House:

’

Public
Speaking:

Canvass
Neighborhoods:

‘ . v

-

Newspapar promation is inexpensive and 1eaches a wide audience. It s hare to tell,
though, 1t tho massage 1s eaching the get audienca. Both city and suburban news
papers can be used. Tham)llnm can list volunteer opportunities in the classitiod
section. Many papers have special sactions tor volunteer jobs or will use volunteer
job announcements tor filler Ads that are wiitten for spacitic jobs and qualifications
have a greater appeal than more general ones. 1t works well first to submit articles

about the new program and later feature volunteers in o news story.

°
~

Elactiomic media reachoesa very wide audionce but again, it s hard to be sute if the
Massage 1s 18aching the target audience. Progoters should try to got on the news as
a foature story and take advantage of tree spots for public service announcements.
One ditficulty with public &ivice announcements is that they are usually aned late
n the pveding when most people are in bed. Anotha possible use of eloctionic
media s interviews on public service programs.

It possible, lettars should be sent diectly to potential volunteers. A mass mailing
can be oxpensive. The college should he prepared to follow up any direct mail
appeal it the appeal is to be successful.

It can be expensive to prepare matenials. The promoter must be careful in the
placement of such infarmation to insure teaching the right audience.

S

People exjferienced in operating volunteer p ograms claim this to be the most
etfective promotional tool. The key is finding the right people to spread the word
and encouraging them to do so. Of course, the danger in word of mouth promotion
Is that it spreads bad news as effoctively as good news.

.y
Invite people to the college. A reception with refreshments of some kind might
be held, although food and invitations.can be expensive. The program might give
a prasentation and pass out informati‘onal materials. Follow-up and the ability to
keep people interested in the program once the reception is over is very important.

The college can identify organizations that cater to older adults and get on theit
calendar. The program should prepare a speech and some informational materials
and develop a system for following up those people who expiess an interest\

Census data can be used to identity neighborhoods where there are high concentra-
tions of older adults. The college can promote the program in senior citizen housing
units by going door-to-door with informational material or by leaving brochures,
etc., in neighborhood “hangouts.”’
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Example 16
& “SITE PROMOTIONAL ACTIVITIES

Univarsity College:" The college ran the gamut of promotional techniques.

®

It released news stories in the Cincinnati-Enquirer and the numerous suburban newspapers
" the area. (See Resource Materials following this section for examples of this and other
materaks.)

-

It hosted a kick-otf meeting at the school. Those invited were retiué?membefs,of the

unmiversity community, and representatives of labor organizations, industry, and social agencies.

It entered into agieements with other volunteer agencies and shared recruitment resources.
ASSERT jobs were advertised through the Voluntary Action Center and the local Retired
Senior Volunteer Program (RSVP). RSVP also promoted ASSERT by making presentations
to protessional organizations regarding the program.

;

Contacts were made with churches to identify older church members who might be
mnterested. Arrangements were made to speak.(o such persons regarding the program.

Visits were made to Senior Centers and Senior Housing Units. There again, promotional
materials were distributed and attempts were made to speak directly to interested persons.

Neighborhoods were canvassed and flyers were distributed in local businesses. ;
b

The coordinator was interviewed several times on public service radio programs.

The college participated in a city-wide volunteer day by settingup a booth in the downtown
area.

Referrals were obtained from other volunteers and interested people and direct mail contact
was made with people.

Sinclair Community College: The college reftied almost exclusuvely on naews releases in local newspapers,

radio, and television stations. (See Resource Materials for a particularly: successful ad run by the college.)

® The college has also been able to work within the i |nsmut|on by COntactlng the Golden Age .

students and developing positions for them, . ‘
® The college made some vusns to senior citizen housnng units to distribute brochures and talk

about the program. - . - AR :

. 4 -
+
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RESOURCE MATERIAI,S:
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GENERATE AWARENESS



“ | BORED WITH RETIREMENT?
ASSERT YOURSELF!I ’

_ Sinclair Community College’s Project ASSERT may be just what you are looking for. Project
, ASSERT involves retired persons in a variety of volunteer roles.

Volunteer positions are now availablé as follows:

in the a master carpenter to assist in theatre set construction and to suparvise the
Theatre Dept. use of powel equipment.

for the an automotive laboratory technician to assist in the maintenance of the
Automotive automotive laboratory and tools, to aid in the procurement of purchases,
Dept. " and to suppor tinstruction in the laboratory. This person should be a

certified auto mechanic.

tor the a machine shop technician to assist in machine shop repairs and tooling and
Industnial aid in the operation of the tool crib. This person should be a journey man
Technology Dept. _machinist and have 10 years industrial experience.

for the ) to assist students in the skills of drafting techniques and procedures, to aid
Dratting Dept. instructors in the maintenance and assignment of all draftipg support equip-

ment. This person should have 1Qwears of industrial experience.

for the . to maintain measurement tools and equipment generally used iTvinspection
. Quality Control areas and measurement labs. This person should have 10 years of experience

' Technology Dept’ 1IN measurement laboratories and/or inspection areas.

for the to serve as a consultant/resource person for the participants in the retire-

ASSERT oftice ment program.

for the to tutor students on a one-to-one basis. This person should have been in

Electronic engineering or technical work within the past three years.

Engineering Technology

Dept. ‘

for the to tutor students on a one-to-one basis or small group basis.

Developmental \ T

Studies Dept. : . . -

- Volunteers will be reimbursed for meals, mileage, and parking or bus fare. For additional .
' nformation or an ASSERT program application, call Lesley L. Sybert, Dean of Continuing Education,
at 226-2782. :

. ‘a “ .

-

-

Ad placed in the Déyton Daily News, Sunday, May 13, 1979. The week after it appeared,
five people responded to the ad and enrolled in the Sinclair College program. g




T_ VOLUNTEERS

4 e V(')‘['(')”N’TARY ACTION Centar (821 5000) s looking tor the tollowing
volunteers ‘ N .

,

® Chuich groups, clubs and organizations are needed to provide help

. tor neady tamilies at Chiistmas. p

® Volunteers to serve as community organizers and troop leadprs at
a local agency which provides informal educationhl opportunities to girls,
Traming is prowvided. \_

. ® Nosthern Kentucky area school is seeking voluntears to tutor
students and atults. Training will be provided.

® Volunteers to assist the staff at a residential care facility serving
the mentally retarded. Volunteers are needed on a daily basis.

® Volunteers to act as receptionist for community related activities,
Onentation and training s provided.

. - » .
ﬂ o Fuendly visitor or ward assistant is needed immediately in a ~
hosprtal until 9:30 p.m. evenings. Orientation session 1s mandatory. N

& Leaders interested in assisting in a diversified recreation program
are needed Monday through Friday. On theyOb training is provided.

e Volunteers with technical/vocational work backgrounds are
needed as tutors, resource people and lab assistants. Hours are 11 a.m.
to 3 p.m. Training will be provided.

For further information on these and ofher volunteer oppo 3
N tumties call the Voluntary Action Center {VAC) at 621-6000, QJ/
188.8:30a.m.4:30 p.m. Monday-Friday to make an appointment. "N

RETIRED SENIOR Volunteer Program of the Cincinnati Recreation
Commission is planning a program that will provide a volunteer sitting
service for the parents or quardians of physically or mentally handi--
capped individuals, Volunteers must be 55 years of age or older. For
fturther information call the Retired Senior Volunteer Program at
352.4046.. )

k-3

"PROJECT ASSERT is looking for volunteers for placement in the
University College consortiurh of four assqciate degreé-granting
" schools and Cincinnati Techn'tcal College. The volunteers interact
. with students by sharing their work experiences, providing guidance,
acting as resource people and aiges-in many programs. For further
information call 352-4046/0

-

&

This is an example of piggy-backing the colleg{prommion onto that for other volunteer
programs in the community. The ad-appeared in th clasgified section of the newspaper.

™
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Aruitoxt provided by Eic:

AN

BE "ASSERT "-IVE, HELP STUDENTS LEARN
PUT YOUR SKILLS BACK TO WORK!

/
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' o

" Twa cotlrges wie tively tnvaolved
o ASSERT a1 proesenn

Sl Commuanity College Dy ton
Ohio

Contact D L esiey Sytwey

Prean o Cantinumg o ation

Serchan Comimumity Cotlege

Dy ton Ohes 4940
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Uteviveea ity College, University of
Civenman Cindinngte, Oban
Contact My Matiie | enott
"Foogecr ASSERT Conndinatoe
HYidbaaneh tian
Usnivernity College

Chavera ty of Cingimng
Ciaconate Ohao 4520010

h1dr4th e

Warhing in cooperation with Univeraly
Colloge gre othgr Umiveruity of Cincimnat
branches (Clermont, Oho Colege of
Apphad Scienca, Raymond Walten) and
Crermnat Tachmicat Coltage

Anyone interested in becomng
mvolvad should contact prople at thase
sitey

Progect ASSERT s maode) demon
stration project Ay such 1ty a Mototy pe
for a nptongd program Peisor MCOYS V()
nvolved in it now may I)m"ul;w " part of
the nationgl network of programs Qf thay
Bature

Sound interesting? Ask yourself the following questions to determine whether you are eligible to join the

program:

1 Are you retired? [ 1Yes

No, but | know someone who is.

2. Are you ptesently involved in activities outside your home?
If no, would you like to be? _
If yes, do you have time for more involvements? [ 1Yes [ INo

3. What was your occupation?
What sk:lls were involved in it?

\

| INo
[ 1Yes [ INo

| 1Yes | INo

[ IYes

[ INo

Would you like to share these skills with others?. [ IYes

{ INo

If you are retired (or know somepne who is), have the time and desire to get involved in activities outside your

home and have some skills you would like to share with others
interested in the-program, call:

, you qualify for Project ASSERT! 1f you are

This was a three-fold brochure used by University College. It was distributed in neighborhoods
where there was a high concentration of older people as well as at visits to various organizations.

-

.
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PUT THE PROGRAM IN PLACE

Conducting the awargness campaign is very tim(‘wwming and much af the coordinator’s
energy will have to be directed to it. Some effort should be devoted, however, to setting up
program policies and muking final institutional preparations for operating the program. |f changes
need to be made to the physical plant, such as new signs or parking arrangements, they should be
done at this time. Staff members also should receive any orientation or training wil better
propare them to work with the volunteers. - : :

‘ Institution e ‘ N

Establish Program Policies antu Procedures

The policies and procedures established will, for the most part, relate to the administrative
practices of the program. There are some very basic administrative functions that must be estab-
lished and-known to all.

. Statf duties and responsibilities are such a tunction. Fagulty, staff, and volunteers should
i{now who the volunteer coordinator is and what the coordinator) respor‘ibilities are. They
should also know what the coordinator’s relationshig i¢ to the tofal organization. The coordinator
will also need to know the bounds of authority; are policy and procedural dgcisions a superjor
part of the coordinator’s function, or made by a superior policy maker? ’

.

Record keeping also needs to be organized at this time. isiops’about the sort of records
to be kept must be made. The decisions will be based on the answers to some policy questions
regarding attendance, referrals, and reimbursements. Attendance records formalize the volunteer’s
presence. Having to sign in and out can heighten the volunteer's sense of responsibility. It shows
that the college cares that voluntegrs are present. Attendﬂ‘n/ce: records also keep track of the hours
each volunteer has given to the institution. Some agéencies use this‘as a basis for rewards, giving
merit for hours of service. Again, this can encourage-volunteer participation. In recording their
attendance, volunteers can watch their attendance levels drow td reach the level worthy of merit.

Record keeping is necessary for two ather procedures — reporting and evaluation. Thought
should be given to these procedures as the decision about what sort of records to keep is made.
Regardless of the source of funding for the program, the college will probably be required to keep
the source informed of its progress. A good record keeping system can help enormously in this
task. The record keeping system should bé developed around fhe information required in reports
and relevant to proving the success of the program. Attendance records would certainly be impor-
tant for this. They can be used to develop information on the rate of retention. The ratio of
volunteers recruited to volunteers staying in the program over a certain period of time can be
computed using them. These records will also identify which people stayed or left. This will make
it possible for the volunteer coordinator to interview program drop-outs and find out why they left.

Record keeping helps monitor the program as well. Watching retention rated and interviewing
people about their decision to continue or not provides immediate information that can be fed
back into the program to tackle problems as they occur. It is clear that keeping records is impor-
tant. Before the program begins, decisions should be made on what information will be recorded,
what format will be used, and who will be responsible for collecting it. (The Resource Materials
at the end of this section contains examples of record keeping forms used in the demonstration.)

.’ ,



In making decisions about record keeping, be sensitive to the amount and frequency of
records volunteers and staff are required to keep and submit. An unintended consequence of
record keeping may be the creation of the feeling in the volunteers that they are being closely
watched. Statf members may feel burdened by record keeping and lose their enthusiasm for the
program. [t may be best to keep the records on the program-participants to a minimum. In any .
case, the program should always explain the reason tor keeping reu)rds and convey the idea thm
record keeping 1s a protessional tesponsnbllny

An mstitutional policy on referrals will also have to be established. Procedures need to be
mstituted for matching volunteers and requests within the institution. Both the volunteer and the
statt member requesting a volunteer must be cultivated. Delay in servicing either can undermine
the program. ltisamportant, then, to try to avoird initiating contact with volunteers before interest
in using volunteers is expresset! or waiting until a specific request is filed before recruiting. Both
coutses of action cause a time lag that may diminish the interest of the volunteer or statf member.

One suggestion tor handling referrals within the institutiop is to develop a volunteer resource
hle. When the program begins, there will be an initial set of volunteer position descriptions. The
recruitment tor thus imitial set of volunteer positions may bring more volunteers than can be placed
at that time. Keep a record of those recruited but not placed and refer to it when requests are
received. Some of these people may have found other volunteer work or lost interest, but there
may be some who are still available and interested. *

rd

Encourage taculty and volunteers to recruit tor the program also. They may know people
who would be interested in joiming the program. Have them refer such individuals to the program
for possible placement.

Another policy question to be decided is how much interaction is desired between the insti-
tution and the rest of the community. In the planning section, the suggestion was made that local
voluntary aqvn%ms should be contacted and tapped for resources. Staff requests for volunteers
could be referred to these local agencies that may have a more continuous stream of volunteers and
s0 be able to till the request more quickly. If the decision is madéto rely on outside agencies to
refer votunteeérs to the program, consideration might also be given to whether the institution will
refer volunteers to their programs, volunteer and other. This is part of a larger issue — to what
ex tent does the college want to provide a service? |f the college’s volunteers are to be linked with
other service agencies, it will have to develop an intake form to assess their needs. If it is decided
that it is not possible for the college to refer volunteers, it rmay still establish an underStanding with
local agencies and recelve volunteer referrals. N

Many programs provide reimbursement for “"out-of-pocket’’ expenses. They recognize that
there are costs involved in volunteering that may keep a person from volunteering. Transportation,
meals while on the job, and even clothing cost the volunteer something. Any effort made to defray
these costs will enlarge the population base of people who can and will volunteer. However, reim-
bursement is more than money in the pocket. It shows volunteers that the college needs to have
them, that it is willing to pay their way there and feed them in appreciation of their services.

I _

The program budget should allow for the reimbursement of the volunteers. |t may only be
possible to provide reimbursements directly from the program budget for a limited number of
people and limited time period. However, reimbursement provides a good example of how gxisting
college policy may work for the program. Each of the divisions in the Institution has a budget that
allows for the reimbursement of some travel tosts for faculty and staff. Volunteers could be viewed
as additional staff and be allotted some of those reimbursement funds. Handling reimbursements
by department would distribute some of the program’s operating costs across the college and should
make them mor¢ manageable.

4
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Some of the local volunteer agencies may have the policy of reimbursing volunteers and the
funds to do so. The college should link up with them, if possible.-RSVP reimburses for transpor
tation and/or meals. A volunteer who is processed through that agency will have some reimburse’
ment. The program should imvestigate the possibilities of direct service provision as an alternative
to tull reimbursement. It can providdunspurtation, defer payment for parking, or provide a meal
rather than resmbursing the volunteer for the cost. The institution may be able to do this alone
orn tandem with local agencies. Some agencies have transportation and meal programs that the
college’s volunteers may join. (The Area Agency on Aging in the area shoutd be able to assist in
identity ing programs.) :

1f the decision is made to rely on the rgsources of local agencies tor reimbursemant, the
college will have to develop a roimburﬁcmm:' referral system. In working with local programs, the
colfege must take into accoun,their budgetary or other limitations. It should not be assumed that
the agencies can serve “one more volunteer”; they must always be cMpsked to insure that the
volunteer does not get lost in the shuffle.
L

The admuustrative policies and procedures will establish the responsibilities of volunteers and
statt as they relate to program operation. Volunteers will be responsible for filling in attendance
torms, recording “out of pocket” expenses, etc. Likewise, staff members will need to know who
the coordinator is and how to submit a request for a volunteer, etc. These procedures should all
be embodied in a set of forms. Some examples of forms that can be used are supplied in the
Resource Matenals at the end of this section.

[}

Design Orientation for Faculty, Staff, and Volunteers .

Beyond the procedural considerations, there is the element of human interaction in the -
program. Both volunteers and statf should be made aware of their responsibilities. They should
understand each other’s roles and know how to operate effectively together. Volunteers are just
like other employees in that they make commitments and are expected to honor them. Staff
persons working with volunteers have the responsibility of making it clear what titat commitment
is and helping volunteers to achieve maximum satisfaction from their jobs. Much of the working
relationship between the volunteer and staff will be defined by the job description. However, the
jobdescription cannot create a sensitivity to what a volunteer is or what an educator is and does’
Thus, some orientation is needed.

Orientatign is the process of acquainting the volunteers and the involved school personnel to
the program a‘r%‘l its policies and to each other. The twg groups may be oriented at different times
and from different perspectives. The staff may need to be “’sold’’ on the program and so may need
an earlier orientation. The volunteers will get a ‘‘sales job’’ as a part of the recruitment campaign
and will not need an orientation uanI they first enter the school facility.

The volunteers’ orientation should be designed with the needs of people who are unfamiliar
with the institution in mind. It should endeavor to familiarize them with the physical surroundings.
Maps showing parking, building entrances, elevators, stairs, location of the volunteer coordinator’s
office, cafeteria, restrooms, infirmary or school nurse, telephones, and activity areas should be
provided. A tour of the facility would also be.useful. Volunteers should also be aware of the insti-
tution policies and practices. Catalogues, school handbooks, or classroom visits may help them with
this. All of this should be geared toward making the volunteers feel as comfortable in their work
environment as possible, but not overwhelmed. )

N
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Volunteers must also understand their responsibilities in the volunteer program. A short
brochure such as the one in the Resource Materials Section can be used for this,

For faculty and staff members to work effectively with volunteers they need to come to terms
with their own attitudes regarding volunteers, older people, and people with practical skills. The
faculty and statf may be outwardly enthusiastic about the program and even submit job descrip-
tions, but these actions may be only token support. They may agree with the program in principle,
or they may feel they can advance themselves in the organization by participating in the program,
or they may even see the volunteer as an opportunity to get cheap labor; however, when faced with
the reality of supervising and maintaining the interest of volunteers, some staff support may fade.
The volunteer coordinator needs to recognize the potential for this problem and werk with staff
to turn token support into informed support.

What is meant by informed support is simply that the faculty and staff be fully aware of the
type of commitment they are making and the kind of person with whom they will be working.
They need to develop a positive attitude toward both. In order to help faculty and staff tQ do this,
the volunteer coordinator needs to explore with the faculty and staff possible misconcept ?ons or
biases and work through them to come to a better understanding. Some misconceptions or biases

faculty and staff may have are listed in Example 17! A good attitude toward the commitment and
the volunteers is considered essential to a strong program, so the volunteeg coordinator should
probe the faculty and staff dbout their feelings.

Ideally, the faculty and staff members should find that their jobs change with the assistance
ot avolunteer. They will acquire not only new supervisory skills, but also they can take new direc-
tions as a faculty volunteer team.

The volunteer coordinator should explore attitudes with faculty and staff members before
they begin with their volunteers and while they are working with them. It would be best to keep
any exploratory sessions as informal as possible. A group discussion over the lunch hour would be
adequate. The faculty and staff have a great demand on their time, so this may be all the time they
can spare. Also, noon hour (ilswssnons would not require much preparation and could be scheduled
whenever there was a need for them. The volunteer coordinator may also want to prepare some
written materials to give to the faculty and staff at the end of the discussion. Short, informative
pamphlets would be enough to give faculty and staff members something to which they can refer.

Communications between the faculty and coordinator should not stop with organized
sessions. Faculty members may need the continued assistance of the coordinator to adjust to
working with a volunteer. An open door and a standing invitation to visit the coordinator’s office
can do much to encourage communication. A reading corner with materials on working with
volunteers makes a nice.addition to the coordinator’s office.

All eftorts to work with faculty and staff members on an individual and group level will go

far in building a positive/attitude. If they have a positive attitude, then the program should run well.

[ 3
Adjust Environment to Accommodate Needs of Older People

Campuses may need to make their physical environment supportive for older volunteers.
Changes in eyesight and hearing that accompany old age can leave an older person confused in an
environment that is easily negotiable by younger persons. Diminished physical energy may make it
difficult for an older person to travel around the campus. Renovations to the physical plant may be
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Aruitoxt provided by Eic:

Example 17
BIASES TO RECOGNIZE AND OVERCOME

_Otten, faculty and statt members have preconceived ideas on dealing with retired volunteers.
Some common biases are displayed by the faculty or staff member who -

1. Takes a good samaritan attitude toward program: likes to feel she/he is giving an older person a
chance to be involved but doesn’t really take contribution sariously.

2. Is prone to ageism: really needs assistance and so is willing to try the program, but really feels
older people are too feeble to be of much help.
\
3. Is insansitive to problems of age: may not realize need to nurture confidence. May not respond

well to length of time tasks take or volunteers’ limited mobility, e.g., tardiness.

4 Exhibits professional chauvinism: feels it is all right to have a volunteer and even accepts that
an older person can contribute, but limits duties or hours and protects because of lack of
confidence in abilities,

5. Has the "keeping busy’’ syndromae: feels confident in individual volunteer's abilities, but doesn't
carve out any role for the person. Doesn’t recognize the need to cultivate volunteer motivation -
sves volunteer as ‘‘go for’’ or cheap labor.

6. Has over-expectations: really agrees with ideals of program and believes retired technicians can
contribute a lot, but wants too much too fast.

7. Has under-expectations: really agrees with ideals of program and believes retired technicians can
contribute, but doesn’t know how to ask for contributions.

‘8. Makes distinction between paid and unpaid work: views motivation as a function of dollars.

Forgets own intrinsic motivation for work and doesn’t consider volunteer motivation.
e \\7 '
9. Is unconscious of need for rewards: rbcognizes volunteer’s intrinsic hotivation and willingness

to work without pay. Also believes in program and so makes good use of volunteers, but torgets
the value o.an smile or a thank you tp an unpaid worker. X

10. Does not convey support for volunteer: is more than happy to have volunteer assistance and
has confidénce in volunteer, but doesn’t share the confidence with other people. Doesn’t
promote volunteer to students or outside agency personnel or other staff with whom volunteer

may have contact.

1. Is inflexible: wants volunteer assistance for what she/he feels needs to be done. Does not
encourage or accept suggestions from volunteers.

12. Is unresponsive to changing needs of the volunteer: as volunteer gains confidence in‘job,
doesn’t suggest increased hours, or new tasks, rather keeps on same job day after day.

‘.




O

ERIC

Aruitoxt provided by Eic:

too expensive for the college to create a truly barrier tree environment for its older volunteers.
However, adjustments that will make the environment more friendly for the older volunteer can be
made at little or no cost. '

Special arrangements for parking can be made tor volunteers who drive. Spaces can be
reserved for them close to the building to which they report or, if that is not possible, some form
of transportation to and from the parking area can be provided. The provision of easily read signs
identifying buildings, rooms and procedures would also facilitate things for the volunteer. If
signs cannot be installed, volunteers can be paired with younger students who can orient them to
the facility. Also, plenty of seating should be made available. Care should be taken to provide
chairs with arms and back, making them easy to get in and out of.

Not all volunteers will requirggpecial arrangements. The best approach may be to offer
assistance but not to assume that it is needed. Volunteers will feel most comfortable when they
feel they tit into the normal routine, not when special arrangements are made for them.

Community
Continue to Operate Promotional Campaign

Promotion should be continual. As the program develops, additional faculty members become
aware of how volunteers can serve the college and seek their services. In seeking to identity and
recruit volunteers, it is important to remember that they are attracted by meaningful, worthwhile
positions. By keeping the program before the public in the local media, community awareness is
heightened, laying the groundwork for voluldteer response.

The most effective means of recruiting volunteers is on a person-to-person basis. This provides
the opportunity to answer any questions and allay any fears. The recruiters’ enthusiasm and
first hand information help effect a response. Persons particularly effective in bringing in new
volunteers are the current volunteers and their appreciative supervisors.
. ) ¢
See the section beginning on page 65 for additional information on recruiting volunteers.
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PROJECT ASSERT
Cincinnati Recraation Commission -Retired Senior Volunteer Program
PERSONAL DATA
Ms. Mi .. Date _
Address o _  2ipCode — .
Neighborthood o o o Telaphone Numbai
Date of Birth _ _ i Transportation R
Do you have any physical imitations that would hiv}i you in volunteering?
Parson to call in case of emergency | x
Relationship o - Telephone Number o
EDUCATION R
Number of years attended school (circle one) * -,
. 6 8 10 12 14 16 18 /ow than 18 years
Schools Attended beyond High School -~ Major ~ Degres
- . ] - - - - -
EMPLOYMENT EXPERIENCE (Please list major wo-rk experience)
Dates of _ Title of Duties

qulove_rh o 7 o Em}p!gym_eﬁnﬁt ~__ Position Perf‘prrﬁed

T ¥7 . continued

Application formr used by Cincinnati site. Note it is from the RSVP. All volunteers at
University College were processed through RSVP. N a
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VOLUNTEER EXPERIENCE - . /
/’/ J . ‘1'
Please list previous-volunteer work for organizations other than your church or synagoguae: ¢
. Dates Average hours -+ Duties
¥ Organization - Served . per week ;. Performsd
- ]
o '
s - - N 3" Rt Lo - s
£ :
PROJECT ASSERT VOLUNTEERING Lot e
B S N -
R P
Please number from one to five the days in the order you plmfer,'tﬁc_) valunteer Yor Project ASSERT:
MON TUES  WED  .THWRS , FRI
Do you need reimbursement for transpc;rtution? . Meals? - *
. MISCELLANEOUS INFORMATION .
Civic Interests S N ""‘—’“h‘”_.:i“
. R
Hobbies — Personal Interests -~ . ) _
Organizations (social, religious, unions, etc.) e
Additional Information . . ,
N e ——n e e
. e -
. : ‘ £ L
. - # R . . ’
P“ hy LA Thed ’ '
. ' A -
: 74 . ¢ N . 9. ]
. b ) o ¥
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VOLUNTEER’'S REPORT FORM i

{Please return thig torm at the end of each month in the enclosed postage paid envelope.)

Name, Date "~ ——

Addréss. R R

e o . “J R PR
<,

Name of person(s) with whom you have worked o

-

Date . Number of . Descnpuon of acuwtv ' —_—
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CInsi
“'Don'ts'e
-unders(and your role as a volunteer,

ASSERT

ACTIVITY TO SUPPORT THE
'STRENGTHENING OF EDUCATION

2THROUGH RETIRED TECHNICIANS

BEING A VOLUNTEER

. ,
As you begin your new job as a
volunteer, you might wonder how you
should act, Does being a volunteer
require anything different from
being a paid worker? The answer is
Lo As.a volunteer you are np less
Pmportant to the college than
paid staff membes. You become a
parC of the téam of pegple who are
all working together toward the
goaIS(ﬂ:\he |n5t|;utlon when you
@gree to serve as a voluntee&

is a list of "Do's" and
which -should _he'lp you

.job as thepcolle
¢ o

Keep them in mln%pas you beqnn your
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ERIC ®

Aruitoxt provided by Eic:

Brochure for volun'teerﬁjcontim)ed. :
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Do . . .inake a commitment to a
volunteer jub and live up to it.

Do . . .arrive o time and show
up on the days you are expected.

Do . . .<all in advance if you
‘are unable to be on time or will
be absent trom work.

Do . . welcome supervision.
Accept the guidance of someone
who is more tamiliar with the
mstitution and can-clarify
what i? expected .ot you.

Do . . .honor the tules and
policies of the institution. .
Consider yourselt another

;}aft member .

Do caccept challenges in
your work, but not unless you
* Py

teel you can hahdle them.

.respect. your role 4n (db
institution., Work within the
Timits ot your job description,
assome authority only after
clearing it with your supervisor.

LY

Boy . .allow yourself te grow
©n your job. Be.upen to

- suggestions or training that

will improve your work and
value to the institution.

!
, %, \
Q(\ ‘ L

.

\ A .

L~
. . .
* .

p———

» -

\

-

(9) Do .share your thoughts about
the job situation with your
supervisor. Suggest new duties
or procedures.

(10) Do .recognize that some
information you get trom your
job may not be for public
consumption and respgct the

< imstitution's need for confident-
iality on some matters.

(1) vo .be open-minded 3nd try
to understand and honor the goals
and objectives of the college
and work with the staft in
achieving them.

bON' T

(1) Don't .make a commitment if

you don't mean it.

‘ , . .
(2) don't .make a habit of
ness or skipping days.

tardi-

(3) Don't .assumpe that it doesn't
matter if you are there or not
and let people neglect to know of
your whereabouts.

] - .

(4) Don't .feel tﬁreatened by
supervision and reject help
ar take the attitude that you
know everything,

IS

(5) Don't .FgnoreNthe rules and
policies of the institution,
feeling that because you are a
volunteer you deserve special

treatment . .

Don't .take on jobs you
aren't capable of performing.
Don't .assume responsibility
fo! things and act without the
approval of your supervisor.

(8)

Don't . 8- .be afraid of learning

and refuse sugaestinns or training.

o,
(9) Don't suffer in silence if
you are unhappy about your job
situation. Provide constructive
criticism and try to splve the

problgm.

[
Don't .spread Stoties about
students and/or the institution,
talking about private matters
in public.

(10)

(11) Don't .be-set in your ways
and reject the college and what
kt Is without trying to under-
stand it--wocking against it
rather than with it.
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Community

Continue promotional
campaign

“

Program
Component

Institution

-

RECRUIT
AND
PLACE
VOLUNTEERS

- I

V)

1. Follow-up taculty and statf
regarding volunteer jobs .

2. Screen and select volunteers

3. Place volunteers

4, Oiient volynteers
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RECRUIT AND PLACE VOLUNTEE&S
¥

.
-

Recruiting and placing volunteers is a continuing function of any volunteer program. Once the

institution begins a4 promotional campaign, it is recruiting \{olunteers.’ And, oike it begins recruiting

N

~

volunte€rs, 1t will be faced with placing them.

‘a

Recruitment and placement will not occur at the same E’VN throughout the program. Certain
times ot the year may be more fruitful than others. Winter seems to be a poor time to recruit. The
harsh weather tends to keep older people at home. "Cabin fever”’ may get a few volunteers out,
so recruitment efforts should not be discontinued. The school yeat also has some peak periods and
some slow penods that will affect recruitment and placements. Vacation times will be slow times,
whereas the beginning of each term, quarter, or semester is a very good time.

Institution

‘ .
Follow up Faculty and Staff Regarding Volunteer Jobs / . .

The discussion on developing volunteer jobs emphasized the need for follow-up when working

with faculty and staff. It is mentioned again here because it is so important. The volunteer coordi-
nator should never just assume that faculty and statf members who submitted a job description
will follow through with the process of obtaining volunteer assistance on their own. The coordinator
should maintain constant contact with faculty members to keep them informed of the progress
towards finding a volunteer for their needs as well as toacheck the status of the volunteer position,
The contacts should help mawqtain staff enthusiasm for the program. Checking on the status of a
job will also eliminate the emba sing situation in which a volunteer is placed in a job that is no
longer available.

- Screen and Select Volunteers \ ) ‘]

Screening is essential te a volunteer program and i cessary f8r determining which volunteers
are suitable for the program and what assignments sui(%\em best. |t.may seem awkward to screen
people who are kind enough to donate thejr skills-to the college. The feeling may be that anyone
whd volunteers should be given something. And, it may be especially tempting to dispense with
screening when the volunteers seem to be few and far between and the proegram needs bodies tb\
justify its existence.

.

All potential volunteers should be screened, however. The students need to be protected from
volunteers whose intentians may be noble, but who are not equipped to handle the job. Also, the
quality of the volunteers can affect the reputation of the institution just as much as the quality
of its paid staff. The support of the staff members who work with the volunteers must also be
considered. They need people who can help and supplement their efforts, notones who will work
at cross-purposes. Screening also protects the volunteers themselves. | f they do not have the
requisite skills for a job, a potentially happy, gratifying experience could turn out to be a frustrat
ing and demoralizing one.

-in screening volunteers, the college’s primary interest should be in what they can do, what
they wi// ddo, and how their personal characteristics or idiosyncrasies will affect performance on the
10b. “Can do’’ qualities are such things as abilities, knowledge, skills, education, communication
skills, hobbies, interests, work experience, and volunteer experience. *'Will do"’ qualities may be

¥+
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commitment to volunteer work, inttiative, motivation, adaptability to the work situation, respect
for contidentiahity, ability to follow directives trom others, reliability, and flexibility. Personal
qualities to look forare emotional matunity, mental alertness, good appearance, and patience and’
friendliness in relating to people. b

The most common technique for screening is the use of an application form in combination
with an mterview. The application form can be used to elicit information about the person’s “‘can
do” qualities. (Samples of the application forms designed for use at the test sites can be found in
the Resource Materials for the previous section.) An interview can help establish some sense of the
person’s “will do’’ qualities as well as give the interviewer a chance to rate the person’s personal
quahities. The interview also provides a forum for exchanging any last bits of information. The
coordinator may want to take the opportunity to explain. the goals of the program and of the
nstitution and to review the available positions. The interview also gives the applicants ah oppor
tunity to ask the'coordinator questions and clarify any misconceptions.

It should be clear by now that screening is an important process. |t is easy enough to identify
the qualities believed essential to satistactory performance of a job. It is yet another thing to elicit
that information from someone. The application is fauly straightforward and should pose little
o1 no problem. It ¢can be given to a person at any time. If the coordinator is not present when the
person completes it, arrangements should be made for returning it. An interview should be -
scheduled 1f there is a job available at that time. If not, a stamped, addressed envelope for returning
the apphcation should be provided. '

Interviews require a little more skill. Twogualities are essential: the ability to ask appropriate
questions and the ability to listen. In conductin% an inﬂarvicw, it is necessary to create a feeling of
mutual confidence, a friendly relationship. As the interview progresses, ghe primary objective is

not to eliminate a person, but to eliminate assignments for that person. It will no doubt be -
necessary to weed oyt some undesirable candidates, but the goal really is to find a suitable place-
ment for the applicant. There 1s no need to be “hard nosed’’ or tough. What is needed is information
and the best way to get it is to establish a good relationship with the potential volunteer. Example
18 contains some advice for conducting interviews. , \

Two people will be involved in scregning prospective volunteers — the volunteer coordinator
and the staft member who submitfed a job description. The volunteer coordinator will make the
first contact. Screening the volunteer primarily for “can do’’ qualities through the application and
an informgal interview, the coordinator can match the volunteer to a position or eliminate the appli-
cant from the program. As soon as a position has been identified, the staff member who submitted
the position should be given an dpportunity to interview the applicant. The volunteer coordinator,
can arrange for a meeting. It should not be left to the faculty member. Too often, other duties get
in the way of completing the process for securing a volunteer ind the volunteer is left dangling.
The coordinator will have to bring the staff member and v?Iunteer together for an interview.

-——-//The final word on whether the volunteer is acceptable or not must come from the staff

. member who will supervise the volunteer. Any other arrangement may result in an improper °
placement. It is essential that there be total acceptance on the part of the staff member, super-
visor, or both if a productive relationship is to develop.

v ’

s “)'



Example 18
TIPS FOR INTERVIEWING :

4 H R 4"‘ o
e Liston, be alert, and concentr ate on what the applicant is sayl)a./

® Build on what the interviewses say, follow then train of thought, and ask qQuestions in some sort
ot logical order.

-~

® Ask indunect questions jather than diect questions. These will slicit more information than direct
qunsti?_ns that 1equire only yes or no responses. Compare, tor example, "Did you enjoy your last

10b? " with “What did you like most about your last job?”’

[y

e Ohtdm‘smtlsm:ul data from the volunteer application; save the interview for more personal daga.
e Don’t pressure the interviewses: give them time to answer the question posed.
o Don'tinterrupt the answe an interviewes is giving to interjoct opinions or to ask another question.

o Avoird making snap Judgments. A person’s dress may not be pleasing, but it should not be the basis

tor a deciston. Listen to what the persop has to say before making decisions.
ey
® Tieat applicants warmly. Put them at ease by oftering coftee, etc.
. \ ‘ i

® Don’tlet the mterview drag; a halt hour is long enough to get the information needed. Make sure,
however, that the interview 1s not rushed. Applicants should feel at ease and not like they are
taking up valuable time needlessly.

® Make sure information is provided as well as solicited duning the interview. Explain the program
and positions to the applicant.

® Be honest with the volunteers. | they cannot be placed, they should be told. If the volunteers
can be placed, be specific about future contact.

® Find out about the volunteers’ interest in the program. Why did they apply? This will help in
placing the person. .

Place Volunteers

Placement is a product of the screening process. Volunteers are tentatively placed after their
first contact with the volunteer coordinator. At this time, volunteers express an interest in any
number of positions and are matched to positions according to information gleaned from their ,
application form and preliminary interview.vFinaI placement, of course, does not occur until ’
volunteers have met with their potential supervisors and are found to be acceptable by those
persons and vice versa. i .

Placement involves, quité simply, matching the skills, interests and personal characteristics of
the volunteer with the requirements for a specific job. In attempting to match a person with a job,
the volunteer coordinator should keep several things in mind. Volunteers need time to get "hooked"’
an the program. Initially, they may seem hesitant about making much of a time commitment. This

o»
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ERIC

Aruitoxt provided by Eic:

1s 0ot an unusual pattern of behavior for volunteers. They are not sure if they’'ll like the
expenence or may not be sure how welcome they are. Generally speaking, the volunteers increase
then tmmy they get used to the program and their position.

Something to avord s underplacing volunteers. This might happen when volunteers are over
qualitied tor thenr assignments or too many people are assigned to a job that requires only a few
prople. Given the tendency of volunteers to be somewhat guarded in their interest and comnut
ment when they fust join the program, 1t s easy to underplace them. The copordinator should be
aware of people’s tendency to undersell themselves and should urge them into more challenging
jobs 1t thatas not possible, an ettort should be made later to upgrade the volunteer’s job, once the
valunteer teels more comfortable with the environment. . ’/

The volunteer coddinator should not make a ;)Ia(ienwm and then forget about the volunteer.
tach volunteer placement should be reviewed periodically to see if it is working out as expected.
Volunteers can change positions or positions can be moditied to provide the volunteer with a more
nteresting expenencey

Expenence at the demonstration sites has shownsthat recruitment, job development, and
placement otten oceur simultaneously and involve intense one to one contacts. 1t requires quite a
balanermg act to keep people interested while trying to make all the arrangements for a placement.
Once peaple are approached, be they statt members or prospective volunteers, the coordinator
must continually stay in touch with them to maintain their interest and enthusiasm. Placement is
avery slow process. There are many intervening factors such as getting paperwork done, arranging
appomtments, .uu'smhlishing communication between volunteers and staff members, which can
make 1t a trustrati®y process. In order to maintain interest, the volunteer coordinator must main
tin close and constant contact with everyone involved. Case histories of two volunteer placements
are provided i Examples 19 and 20 to illustrate this point.

Orent Volunteers : .

A previous section advocated the need for orientation and suggestions were made for the
content ot materials to be used for this purpose. Once volunteers are on campus, consideration will
have to be given to how and when orientation will be conducted. Orientation may be handled
mtormally with the coordinator briefing each volunteer on entry into the program. Or, it may be
handled a hittle more formally with planned presentations and tours, etc. A determining factor will
he the numh'cv of volunteers entering the program at any one time.

< .

Community

Continue Promotional Campaign
A * .
It was suggested earlier that, when launching a promotional campaign, a variety of promo
tional techniques should be used. After the promotional campaign has been operating for a while
and volunteeYs have been recruited, the various techniques used should be evaluated for their effec-
tiveness in attracting volunteers. Resources always seem to be scarce, so it would be wise to elimi-

nate those promotional techniques that are not “"paying off”’ and emphasize those that are most
productive.



Example 19

VOLUNTEER PLACEMENT AS RELATED TO ASSERT STAFF
BY THE CINCINNATI SITE VOLUNTEER COORDINATOR

e A

CASE 1.

1716

117

Retired Dean of Admissions from Brandais University
Volunteer Job: Assisting in Admissions Office conducting follow- up to suspondod students.

I received phéne call from Volunteer Action Center {VAC) inquiting if there would be an _
interest i the former Dean of Admissions, Brandeis University, who is disablad and retired.

No name or address available.

Talked to Dean of Admissions and he expressed great interest.

17192329 30 & 2/6

213

2/1%5

2/26

L
Follow-up. | called VAC to learn potential voluiteer’s name, address, phone number. No
SUCCOSS.

Meetng with Dean of Admissions and Dean of Academic Advising. Discussed as possible
volunteer placements making telephone contact with new students to welcome them and
make known to them that counselor assistance is available if needed, making telephone
contact with transfer students (from two-year college to Your- -year college) to survey if the
student was prepared for the transfer, and organizing and running a Job Seéeking Skills
workshop tor students. Dean expressed cdncern re: breach of confidence. Therefore, she
could not agree to volunteer working with students.

On or dl)out this date contacted University of Cincinnati Legal Division and requested
clatthication for Project ASSERT volunteers interacting with students for admissions.

Saw article wn Focus { U C pul)llcallon) describing University College plans to contact
selected suspended students as part of student recruitment program. | called Dean of

N Admissions to discuss placing the volunteer. He was not available.

2/27
2/29
L4

3/2
3/16

3/20
3

3/26

.

Dean of Admissions not available.
I phonedVAC for volunteer information. Not available. -
I phoned VAC and did learn name of volunteer. No address or phone number.

Dean of Admissions agreed to consider the volunteer if Legal Division gives their OK.
VAC gave me home address of volunteer. I had to call mformatlon from home to learn N
phone niumber. ! .

. ( . v
| phoned volunteer. described Project ASSERT and the possible placement. He expressed
interest. | mailed letter and information packet (3/21/79).

Received clarification on legal issue. Found volunteers could act as agents for the volunteer
coordinatar andso could be seen as having a legitimate educational interest in obtaining
knowledge about students. They felt further that the risks of legal action are so minimal as

. to be outweighed by the potential benefits to be gained by the program.

"

..continued
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3.206 Meeting with the Dean ot Academic Advising to bring her up to date on clanfication.
We discussad voluntear role and responsibilitios to her satisfaction and she agreed to have
volunteer serve with Adnussions.
472 I had meeting with Dean of Admissions and arranged tor him to call volunteer .
4h I tollowed up and kearned Dean of Admissions and volunteer are discussing procedure they
Wil toltow tor voluntesr to call suspended students selected by admissions. The purpose is to
have student return to ugmm‘. *
416 Dean ot Adiissions is orgamizing list of student names and phone numbars tor volunteo
to contact.
Note d i this outhine 1s a tunch exploratory date befwmm Dean of
- Jand volunteer and meetings between Dean of Admissions and myself
sked to be updated, and additional phone calls made by Dean of
sions and myself to contact voluntder.
“
Example 20
VOLUNTEER PLACEMENT AS RELATED TO ASSERT STAFF
BY THE CINCINNATI SITE VOLUNTEER COORDINATOR
CASE 2: . Retired Food Service Director from Local School District’
Volunteer Job: Consulting on the development of a Dietetic Technician Program
3
1.23 I called a member of the University of Gincinnati Gerontology Council, told her about
Project ASSERT and asked if she could sugdgest people | could contact.
2/6 | mailed letters and information packets to the four people suggested.
2/20 The retired Mt. Healthy School District Food Service Director responded to the letter.
| described the Cincinnati Technical College (CTC) Dietetic Technician Curriculum (a
program being developed for September '79) and she agreed to meet the instructors.
2°20 I called Personnel Director at CTC and told her of volunteer and her interest.
2127 I followed ufa with Personnel Director. and made an appointment for 3/2 for volunteer
to meet the instructors.
" | called volunteer to inform her of meeting date and hour.
3/9 Volunteer, Plécement Director, the two instructors and | met. The program and othe

outcomes were discussed and the volunteer agreed to be placed at CTC.

86
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1. Mediate staff-volunteer
relationships
2. Maintain morale
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‘ ' MONITOR AND PROMOTE THE PROGRAM ) ‘

"

After initial volunteers are recruited and placed, the volunteer coordinator assumas, in
addition. to the other roles, the position ot program maintenance person. At first, the major
concen ot the coordinator is to bring peoplerinto the program. As the program becomes mote
established, it is important to maintain the program at a steady rate. Quite simply, volunteers .
must be kvm in the program once they joinat, and replacements heed. to be tound tor those '
volunteers who do choose to leave thc program. .

Monitoring is (h(‘ same as the other components highlighted in this.Handbook. There is really
no distinct bigak in the program during which all other activities are put on hold 50 that monitor
ing can take place, Itis a continuous function that blends into the flow of ac nvntw§ related to the
other components. Promotional activities are not stopped during this ¢ onmom'nt nor do placement
activities come to a halt. The program is very fluid. Thus, while the institution is learning about its
program through monitoring, it is still placing and rec ruting and making immediate changes in
procedure 1t problems are tound. ‘

Institution

e

Mediate Staft-Volunteer Working Relationships
The program will benefit trom having a corps of dedicated volunteers who have a stcady" )
interest in p.rticipating in t?(,(progrmn. Creating-this corps will take some effort. The process starts
K with the delineation of solid volunteer positions involving meaningful work followed by an effec-
tve anterviewing and screening process that insures good placements. Once volunteers are on the
‘ Job, itis essential that they feel satistied. Satisfaction is their paycheck ; without it they will quit.
It is necessary, then, to pursue practices that will maintain volunteer morale while on the job.

, Volunteers will be very dependent on the staff members with whom they wotk, Thus, it is essential
that statf members are able to supervise the volunteers effectively. The coordinator will have to
act as a mediator; 1t drop-outs or irreqularity of hours signal trouble, the coordinator should take
note and try to put things right. ) A

Inorder to be a mediator, the coordinator will have to monitor the program. While some
problems may be brought directly to the coordinator’s.attention, others will be less obvious and
need to be discovered. Monitoring basically tnvolves gathering and analyzing pertinent dataon a
cantinugys basts. This data can serve as a¥Ustification tor making chanqes in the program and also

- as mIOr%tmn for the final evaluation.

A

For'the monitoring effort to be of much use, it needs to be organized. The coordinatgr must
identify indicators that reflect positive program conditions. Retention, whether or not staff and
volunteers stay in the program, would be an iddicator. Some other indicators may be:

® Volunteers fulfill prearranged time commitments '
® Volunteers carry out specific tasks indicated in their |oh (k'qcnptlons
e Volunteers are reqular in attendance

® Volunteers increase original hours

- . ‘ A -
. ' 5 . d .\.
® -
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Aruitoxt provided by Eic:
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Thvse are measurable indicators that are relatively easy to a(.qluge throu?'lfl system of qgood

records. A permdu, review ()1 the records will give the coordinator some indic

. ) SAre oIy
Jo o

. Other program conditions may not be captured on records and may require a regular schedule ~
.of meetings with the prograny participants. Such meetings may be used to probe satisfaction with
various facets of the program. Are volunteers and staff comfortable with their placements? Qo they

—~

o
. ¢

feel happy with the amount of work they have to do? Are staff members satisfiéd with the work
the volunteers are doing? Informal discussions that attempt to discover this kind of ipformatiorf
can provide more subjective information, which can be used to target problems. An accum Iatmn
of this informatiém, along wnth the quantitative information can be very valuable when it i§ tihe to

evaluate tht‘ program.

.

Maintain Mura/e ‘

9

There are two sets of pepplf‘ whose morale is essentoal to the program: the volunteers and the
staff supervisors, |f volunteer morale is low, there will very pr,Qbany be a very low rate of retention -
and the program will find itself losingvolunteers. If staff morale is Iow there will probably be very

“few statt members willthg to work with a volunteer and the proqr

dny, [)()SI(I()HS .
.

-

—t

&

k3

, " An essential method for maintaining good morale is rec
should be recognized for their &ffarts. Recognition may be thought of as ap extrin,sic reward. It

~signifies satisfaction with ‘a person’s performance. Volunteer§ receive recognition in lieu of monetary
payment for what they do. Although staff are remunerated f
volunteers is usually an added item to their-job description tha

‘

will find jtself with few, if

-

L o

nition. Both staff-and volunteers

their services, their work with

volunteers and staff may have intrinsic motivations for doing their jobs. For the volunteerit may

\ ' «

. . be used in thé unstututnon v

- ]

-
’

L4

be a desire to help people. For the staff it may be tife desire to do more with their tlme Hoyyever
_both wnII benefit from some form of: recoqmtlon .

: ’ 4.

There are many dnﬂerent forms of recognition. They range from very |nforma1 to formal A
“smile, a nod. or a ‘Ithank you'’ are all*forms of recognmon that should be incorporated mto daily
interactions between proggam participants. More formal forms of recognition may be an “award
dinner, publicity, or a letter of thanks. Example 21 dnsplays many forms of recogmtlon\thal could“

’
« LY

Care must be taken when awarding recognmon not tobit statf against volunteers. A volunteer

. posmon 1s successful because both volunteer and staff membér have contributed to it. The team-
© work ft‘qwnake a volunteer job successful Myt be emphasized by rewarding all.people ,

' involved.
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sunile A , ‘ \ enable to grow outef thé job . /
> L i s ) X .
‘ have a volunteer program suggestion box . Xsm.\ newsworthy information to - |
, . , : . thd media o .
reimburse assignment related expenses C \l

condyct community-wide, cooperative,
interagency recognition évents
. N "

' >

have a picnic
all(}w tree enrollment in courses at college
1

allow.free access to campuy facilities

ask for a report .
give service stripes

maintain a coffee bar _ -

s

-
plan annual ceremonial occasions

D it

#

honor volunteers’ proféﬁrent;ps
create pleasant su.rroundings .
enlist to train other volunteers
have a public reception

take time to talk’

. -

- make thorough prearrangements

persuade personnel to-equate volunteer
experience with work experience oo

offer advocacy roles

utilize as cbnsultgms

’ _ recognize personal needs and problems —-
accommodate pergonal needs and problems , " . write volunteers thank- you notes :
) - b'e'pleasam, . : .- ‘«4‘_ invite partacnpauon in policy formulatlon
. v use in an ?Ter;enc$.sit9§tion *"{ ::::2;”0 (;‘u:tan-dmg ?ro]e.cth(?
: post Hanor R"Q“ . ____: nomin&r voluntber. awards;,
) ) .- keep challenging volunteers v «___Praise volunteers to their friends .
o .. say "Good Mormng s \ - ____ provide useful toolsin good wt)rkmg '
__ greet By name ' s [ condition c E '
B provide good pre-seivice training ' . say "Good ) 7 ‘ -
. . .help develop self—confi'de.nce’ _~_ plan staft: amo; social events \
__ take time to explain fully ___ rent'billbgerd, space for pubtic laudation
‘ o be verbal . T o p‘rlbvide e'bpqrhlni"tv for gonferences
/:* motivate agency 'VIPs to converse wnh them " and évatuagion : y
__ ol qs p sessions ¢ N ‘ . pI¥N pccasio al ex{ravaganzas - ‘ 1
_:_A givef ditional responsibility ' ‘ —s utilize puvr ased r:ewspapcr sp‘ace%
.. affo rthlpauon in team planmng A - z:g;::::f "Volunteer of the Manth'!

~

promote a ‘‘Volunteer Week (Month)* .

¢

plan a Recognition Edition of the ~ * .
school newsletter

Care must be taken when awarding recogmtion not to pit staff against voluntee
position is successful because both-volunteer and'staff-member have contri

work required to make a volunteer job successful must be emphasiz

involyed,

')
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- As was nndu ated previouy y, the coordmatur must contine ef‘iorts int Nty while  »
+“monrtoting the program. The promotnonal materialy may be altered somewhat by the information "* _
N _gathered while momtonng,‘Indwu,iuhl volunteers or staft;nembers may be featured The number
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ma lw (hsunss e, . ~ N : ‘ v : ’
Y . ‘ 2 ) ‘ ' . \ : : . e . '
. See page 41 5: the Gonerpte Awarenvss seétugm for addmo_pal mformauon on ‘r('crmtmq
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. EVALUATE AND RENEW P .

Evaluation and Yenewal is the final component of the volunteer prdgram the‘p‘pint at which
ag,complrshments are reviewed and the program is renewed. This component is best (escribed as a
continuation effort. Basically, the college will be sorting out successes and failures angd |dent|?yrng
“ihew directions for the program. 8\5 the end of this phase a plan should be developed. f0\ the next '
year of effort and tundrng should be i in hand or potentral sources should be tapped . ‘

going o} throughout'thé pragram year. What is defined as the final component is merely a pause,
. achance to bring together all thé its and pieces of informatjon that have been generated in Order

to gvaluate the program C ~

‘ - -
Ev'rluatron and renewal.is not a terrmnal phase. Most of the activities involved will ‘have be[r\/

«
)

Two things are accornphshed with evalua{('on the establrohment of the@ue r eftrcacy ot
- the volunteér program and a needs assessment(tor the’ next year. Thus, the college cpn determrné
" how the institution and the people involved in the- -program, were affected by it andfpow the
* procedures developed for: -operating the program worked Wrth<alj of this informatigh, it can be
deuded whether ok not the program is worth continuing, arid if it is,-how it needis€o be modrfred
“to unpact upon more needs or operate more smoothly or effrcrently

At rnuqht be‘asked why evaluate? |f t\Le program*rs berng momtored and it seems that things
.are going well, why go throd@h ari elabgrate time-consuming evaluation? One answer is that, most-
of the time, evaluatl,pn is requrred by thé prograny sponsor. The sponsor wants to make sure the
_ coHeqe is doing what it set'out to do. A smoothly operatmg program may not be acdompllshmg its
goais and ob;ectwes "Evaluation-is partrculafly criticl far a program that is operating on tembonery
funds. Evaluatnon data cdn provide |nformat|on lo ;ustlfy thesprgram s continued emstenc_e
7 -

. Th’ere*are other reasbns for performing’ an e\lﬂuatlon Any progra n , good or bad will ‘ave
corfiponents thqt/vv/ork really well and those that do not work well at-al]: Through evaluation it is
pos»s{ble to ‘solate and preserve the good components while elrmlnatung or improving the bad. Thus,
it wiy Rnly rnake a good program better to take the time to see how all-the pieces are functronrng
togeth'er and workrng towards the goals and objec tives. 1& T

- - o.’ * .
One other reason for doing an evaluation is th. value # has for morale. Jlust going through the
m()trons of it, tegardless of the refults, shows the peopl;e |mo\ed_\thaththe college is interested in

.

- the prograrn and cares about how it is dorng o e . .-
s . ' . L ? . - )
- ot : .:- ] 4F X . ] - . .
. " o - " " Institutional o S
" :Plan the Evaluatr'qn s S - o
. - < { > )
L Although evaluhtron is discussid in this final section of this Handbook, planmng for evaluation

should be done at the outset of the program. It will be necessary at that time to establish who will

conddct the evaluation, how much time quI be devoted to conducting it, and how much it will cost.

« P
Having a person who has no connection with the program conduct the evaluation may produce
more objective results. It may be difficult for the coordinator to be objective about the program.
- An outside evaluation may be an additional cost for the program unless, of course, someone with -
. expertise in evaluation is available from the institutien. :

“ ‘% \ ‘ ‘/ T
' -

o
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< The amount of tme .md cost devoted to an evaluation will depend on how elaborate it is. .
Lhe caltege should think caretully about what imtormation it needs and for what purpose the '

v

mformation i to be used.
" . * '
. Evaluation ot the ASSERT demonstration was tairly Tong and involved because of its status
. a8 a st An elaborate bvaluation can cost quite a bit and requires the involvement of a great many
' ~§ . people There s the (idug}n of “tuining people oft” by what they feel is too much évaluation.
J-i' v s However, the college shauld not underestimate people’swillingness to respond to questions about

- the hrogeam, as Example 22 demonstrates. ¢ .
P \ A ' :
’ ’ ' : . . -

!

-

T Y S _ :
Ydeutify Oatd Needed to Evaluate Program

. X R . . .
. > - lfhmmis a2 senes of steps to go through dn condut(':ting.an gvaluation. First, the evaluatiog,must

h{v 1'()(‘\?‘3}"(1‘ Essenually, the qoal;)s to determine whuﬂ.\m the program ‘a(:coniplished something.
Focusing involves setting outépmes or standards for performance aqainst which the program will be
measuredd F the most part, the outcomes or standards will be contained in the goals and objec

- tves wotign ddting the planming phase, so this will already be édone by the time the evaluation is -

>

LIPS
v

began - - .

. -
-

" ) r i ’ .
< The next step s to cstab_Qsh Criteria for pmas’urcmcm. Again, some criteria may already be
.~ ospelled outin the goals or objectives. There might be goals for the desired number of recruits or
R mereaged Placements, However, the measure should not be limited to quantitative or numerical
crtena, That a student seems to have more inclination to study or exudes more confidence on the
job are bath valid measures for the impact of volunteers. Not all the benefits of avolunteer program
are m the formoof solid, tangiblg evi‘denm}f S, it will be necessary to identify some mare subjective

© or qualitative measures that can be used. . : .

v?

-

s - \ . ~. AR M ‘ \
” . o . , - . ]
\ Desiyn Data Collection Instruments ‘ :
: Once the college has established what it will evaluate and has identified the criteria for-
measaningat ot will need to determine how it will measure it. Instruments for gathering the appro
.phate data need to be developed. There are many different kinds of instruments. A common one
1S a4 questionnaire used to survey manyeﬁpple’s opinions. Another one is a structured interview.
~Instruments should be devised so that a// of the individuals impactgdv by the pregram are
taken Injo account. Thus, the college might want to poll the administration, staff, volunteers, and )
students and should develop appropriate instruments for each. )
Intormal meathods of evaluation such as observation.and discussion should not be omitted
from. the assessment pracess. While these are less rigorous techniques, they can provide a context .
® m which to analyze information from more formal instruments.

. L}

It may hot be necessary for.the college to develop an evaluation system on its own. A much
simpler apprdoach is to locate instrurpents that were used in similar efforts and use them for the
college pr«%n, The evalu@tion system developed for the Project ASSERT demonstration is
contaified in the Resogrcelg/laterials. Other institutions might review it and see if it can be used in

then program. - . > , -
\ ' - - . - >

. « l . ¥




Example 22
VOLUNTEER REACTION TO PROGRAM EVALUATION

[
-
L]
¥
¥
‘
\
R
« ] ;

There was some tear that the patticipants in Project ASSERT would react negatively to the battery of
questions that had been designed to poll then reactian to the program. The evaluation was designed to
query volanteers faculty, and students Of greatest concorn was the reaction of the volunteers. Olde

prople seem to be over surveyed and it was telt they would react to this as yet another questionnaire
4!\010 was dlso some concern because the volunteers were to 1eceive the most intensive quv.s!mninq,
quing throagh two personal interviews.

.\
v .
Project statf were pleasantly surpnised. They followed the interview plan, 1n spite of then fears. and
found the volunteers very willin

q to participate. Speculation was that the volunteers felt some attach .
ment to the volunteer coordinatgr and so were willing to cooperate with the evaluation for a friend.
Also, i1t was percerved they enjoy

*d the attention the program evaluation brought theyn. They enjoyed
tatking about their “job." In somg ways. the interviews replaced the shop talk they had missed out on
sthee retirement

T ' '

Conduct Evaluation

[

v
With the data collection techniques established and instruments designed, the institution is
ready to conduct the evaluation. The process is, of coyrse, predetermined by the methods chosen

for collecting the data. That is, when the interviews will have to be scheduled or surveys distributed
’ will have been already decided by this time.

: ‘ Y
Conducting the gvaluation, for the most part, involves managing the process

. Itis important
to keep things moving and it can take quitea bit of effort to do that. People often neglect to
return surveys. Notes should be made of who received survey instruments and which have been

returned. Delinquent surveys may have to be tracked down and participants encouraged to return
them. Lf interviews are used, someone will have to schedule t

hem and, more importantly, make
sure that people appear for their interviews. '

-

Managing the evaluation will take some human relations‘skills.\Sch people have tobe. . .
convinced ot.the utility of the evaluation and induced to coop.rate. The purson managing the.
% evaluatiorn sho()ld,\be aware of this reluctance and try to dpproach it with as much understanding

" as possible. Partiépation in the evaluation should not be presented as a requirementgather, o Rc)
chance to veice opinions and effect change in the program. Participan

their input is valuable and is not just another number on a tally sheet.

ts should be made to feel that
Analyze Data i

Once colle¢ted, the information ffom the evahuation must be analyzed. It is helpful to refer to

‘ the evaluation goals when proceeding with the data analysis. This helps to organize the information
+ dme@btained. Goals can help to group questions to illustrate a particulararea of interest, for example.

.
4

o . An analysis of the information collected during the evaluation may indicate’the need to change
. t parts of the program. As Ex..m
« ¥ changes could still b

ple ?'3 illustrates, the program may be largely successful, but.minor
e-made. ‘ :

-y £ ‘ , v
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Renew Funding or ® ocate New Funds

Evaluation data can be very valuable when it comes to funding the volunteer progrdm. The
success 1t may illustrate can establish the value of the initial effort and justify any future activities.
Depending on the source of tunding for the program, it may or may not be necessary.1o subimit
perodic tequests tor monies to operate the program. J '

An easy, attention getting device that can be used when selling the program is to take the
number of volunteer hours logged and multiply this by the minimum wage. This produces an
impressive dollar figure that represents savings to the college. Example 24 illustrates this point.

The qoal in renewing or locating new funding should be security for the program. The ideal
1s tor it to become a part of the operating fund for thesollege. However, when this is not feasible,
ttas necessary to look elsewhere for tunding. -

Community
v . L.
Assess Promotional and Recruitment Activities

Although the assessment of the promotional and recruitment outreach into the community
will not be as tormal as the evaluation within the college, ‘it is important to assess the effectivencss
of this community activity. Each vehicle for promotion and recruitment and the various media
nsed should be analyzed i terms of the time and funds expended and the results achieved. Those
activities that did not create sufficient communh’dxwareness or produce volunteers should be
looked at to see how they could be made more effective. Where expenditure of time and funds is s

ot warranted, those activities should be discontinued and the resources put on more effective
measures. The activities thit result in generating the most volunteers warrant continued support.



" [
3
T

"

.

Q

-

Exa.mplo 23

. SOME EVALUATION RESULTS

Evaluation at the sites showed satistaction with the program across the board. 1t became apparent that
without this satistaction the program would not have lasted long enough to evaluate it. Implicit in
valunteening is the compiete treedom to choose the forms ot work. Thus, 1f the experience was not
satistying, the voluntears would not have stayed. Faculty and statt participants found a source of
assistance they had never betore had. All telt it was positive. Had it not been helptul, they could have
withdrawn brom the program,

Even in this situation whete all parties ware generally satistied, the evaluation tound some room tor
impravement Some faculty members teltll prepared tor working with volunteers im that they didn‘t
know how to get the most out of the expernence. And, there were some rough edges in the placement
process that were biaught out in the evaluation.

Exampfe 24
VOLUNTEERS' HOURS = DOLLARS

% S

v
.

",

A professor at L'h)‘wersity College had the services of 20 volunteers for a two-day period. As a group
the volunteers gava more than‘\200 hours, which saved the university an estimated $1,000.
N .
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X
GOALS OF EVALUATION
FOR PROJECT ASSERT

. ,
1. Evaluate the volunteers’ satisfaction with the program. Satlsfacnon relates to motivés for

volunteering and the degree to which the program matches those motives. o
Al

2. Discover the specific characteristics of the program that are related to volunteer satisfaction.
For example, it may be found that the degree of autonomy given the volunteer is the best
satisfaction. g

3. Examine expectations of the volunteer and discover their relafionship to changes in satis-
faction. A reasonable prediction would be that satisfaction with the program will be low if
psychological needs and/or expectations are not met.

4.  Assess the effects of the program on the institution. This would inclyde determining the
level of performance of the volunteer, evaluating student reaction to'the volunteers, and
probing faculty attitudes towansl the program. As a specific example, it would be useful to
determine the faculty’s assessment of which specific activities are best fulfilled by volunteers.




[}
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PROCESS OF EVALUATION

t N - .
Four measurement devices are proposed to meet the goals of this evaluation.
0 ) .

Volunteer questionnaire. This will be a paper and pencil, self.administered questionnaire,
with most items having structured, quantifiable responses. The majority of the questionnaire

-will be composed of carefully constructed and validated standard instruments, although new

items will bg written as needed. There will also be a few free-response items to insureghat
all perceptions and attitudes can be expressed. The questionnaire will be given to all volun:
teers and will requiire 30-60 minutes to complete. The questionnaire will be completed twice
by all volunteers, once approximately one to two weeks after the volunteer begins and aqain

at the end of the quarter. Two waves of data will allow for the following analyses: a) an

assessment of the needs, expectations, and motives for joining before they are changed by
the program; b) an assessment of the effects of the program on psychological well being by
calculating changes in.satisfaction, self-esteem, and attitudes toward aging; c) evaluation of
the differences between those who stay and leave the program, in terms of the response to
the first questionnaire (e:q., do thase who leave early receive less feedback from the faculty
on their performance?); and d) andlysis of the changes in perceiveg characteristics of the
program (e.'g., is @ greater variety of_skills used ower time?). / ' .

Volunteer interview. This will be an open-ended interview,.with standard questions amd
probes, and free responses. It will be given to a small sample of volunteers at the very start’
and the end of the qfarter.. The primary purposes include: a) to pick up any dttitudes, ;-
perceptions, or benefits not adequately captured by the more structured questionnaire;” .

b) to elicit suggestions about altering the program; and ¢) to provide examples or case -
studies, illustrating the effects found in the questionnaire. ’ ‘

Sponsor questionnaire. This will be a self-administered questionnaire, with‘mostv items having '
structured rgsponses. It will be given at the end of the quarter. Some of the questionnaire

will parallel ‘the volunteet questionnaire (e.g., a self-description of faculty behavior to comparce -
with-volunteer perceptions of faculty behavior) antsome of it will be different (e.d., evaju-
ation of performance af the volunteer). The purpo%s of this questionnaire include:

a) performance evaluation; b) perceived changes in the weéll-being of the voluniteer; ¢) self-
report of faculty behavior; d) assessment of the strengths, weakness, and possible changes in
the program; and e) intention fo continue to participate in the program. ot T

Student questionnaire. This will be a relatively short questionnaire (20-25 items, about
10 minutesl. The principle goals will be to evaluate the perfdrmance of the volunteer, the
perceived reaction of the faculty to the volunteer, the actual and potential usefulness of the

“program, and suggestions for change. The number of students selected to participate w

depend upon the length of the instrument, the number of classes having volunteers, and the |
size of the classes. . _ : N ‘

=
.

The following pages contain the instruments: that were used in conducting the evaluation for

Project ASSERT. - L«

&



Volunteer Interview N - .

The following comments are intended to help qmde you in interviewing a volunteer who has
|u3t joined Project ASSE RT.. _ \ N

N

1. The interviewer should be seen as a_neutral party. This means that the interviewer
should not be someone who is seen as being in authority in the work setting. Further,
this means that you should play down your relationship to ASSERT. Jdentify yourself
through your primary afhluatuon (National Center for Research in Vocational Educatuon
RSVP, others).

\ - State that you want to find out about the person’s perception of the program.
i %

2. This neutral tone should guide your conduct throughout the interview. For exanible,
if criticisms of the project are otfered, do not defend the project or try to counter the

, criticism. On the other hand, do not overly reinforce the criticism, by citing further
' examples of problems, for instanc ather, accept the comments as valid feelings on the
part of the former voIUnteer prob®@Mtil you understand the person’s perceptions and
feelings, and move’'on. ;

3. A primary goal must be to protect the dignity and self-esteem of the volunteer. For
. example, don’t challenge an explanation--rather accept the explanatlon but probe for
~ more mformatlon M - A

N R~

4. Begm with non-threatening questions to establish a relatlomhlp and get the person.
) talking—even if some of that mformatuon is already. known

' 5. Expect and allew for explanations and attributions which eerve to protect the self-image . .
of the person. Accept those explanations (with a r@h a positive word or two, or even
a supportive comment), but then gently probe for other reasons ar information. r

6. Try not to'spend too much time writing down responses. Jot down major points and . .
~ . reconstruct other points immediately after the interview. You want the pérson to feel
i _ at ease. Eve contact is essential. Too much writing may make the.interview too formal,
but too Iittle wntmg wull make the person feel the information is not important.
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Name of volunteer

- Position and school

-
B

Introduce yourself.

State purpose of the interview — to find out how volunteers see the project and their role in it. |

General background informatibn: .

. {Use applicdtion form to guide you.) Talk about what they did before they retired. (Just try to get
v the person ‘warmed up’’ and talking.) ' '

] . - 3
. . : )




(1f yes:) Tell me abou

“

Have you been involved in Qolunﬁer_ programs bofo:o? '

~
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t your experignces before Project ASSERT.
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3

. Why did you volunteer? (Probe for as many reasons as the person will blvo - for example,
what o.loe did you expect to gain from the experience?)

3

t

A



\ .

.

-y =" Are you satisfied with how the program is operating so far?

Is your position turn'ing out as you expected it would? (Activities, supervision, time
commitment ... Get them to describe positive as well as negative expectations.)

.
.
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THE NATIONAL CENTER K
FOR RESEARCH IN VOCATIONAL EDUCATION _ \

The Ohio Stete University - 1960 Kenny Woad - Columbus. Ohio 43210
Tel (814) 488 3008 Cable CTVOCEDOSU/Columbus, Ohvo

. Dear Volunteer:

We are asking you to take a few minutes to complete this questionhaire. As you probably know,
Project ASSE RT is a pilot project — the first of its kind. One of our goals is to efaluate the » '
usefulness of the project — for you, for the students, and for the school. You can help us to reach
that goal by,completing this questionnaire. Also, the information you give us may help to change

thfs program and make it better

Your answers to this survey are confidential. No students or faculty will,see’your quest}nnalre
Only the members of our research staff will see how you answered these questlons
V-

Participation is voluntary H you do not want to answer any of these questions, you certainly do ..
not-have to. - . 4 . )

14 N . (\
Finally, there are no right or wrong answers to this survéy. We simply want to find out how you
feel about the program.

N

Thank you for your help.  ~ : ' .

Project ASSERT Research Staff

i
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" Survey for Volunteers
Pro}ect ASSERT

e National Center for Research

in Vocational Education
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‘ s | ' Instructions / :
Some of the fqllowing questions simplysask you to tell us, in your own words, how you feel

about certain things related to Project ASSERT. On these items, say as much or as little as you

like—but remember that the more you can tetl us, the better we will understand your feelmgs and
your situation.

.\‘\ *
Other questions ask yol to check one af several answers that most closely fits your feelings. |
- For example, ope section asks how satisfied you' are wnthvanous parts of the program. It is set up
' as follows - , ’.
3l3 8 “E -
|l |ls28 | X g
A . [ = =) @ .u .s -
How satisfied ¢ ith 3|3 [E23|E [
_How satistied are you with ... s518 1238 | & >3
' the chance to do different things? - . X _
- L the way my supervisor handles people? X
. \ . [ .
) . 4 N ' .
S ) . -
. . In this example, the person filling out these two items is satisfied with the chance to do
‘ ) dlfferent things and is dissatisfied with"the way the supervisor handles people.
. ‘ ‘L |
? t.,\'
. - I ¢ / ' ‘
e / v \ ,‘;
. ot
)
\ . —
' -
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Please rate each of the following reasons for ]omfng this program as they apply to you
" by placing an X in the appropriate box. .

#io_ineq ASSERT:

. ‘to avoid being lonely

to.be productive N

to get out of the house

to stay active in my work
to help others

to meet new peoplg '

to be with y\oung,er people
to learn new \things
to.have fun

to use my si(ills

to repay others for what |'ve
gotten in life ‘

to please my family

A
to please my friends

"to help in finding a paying job

to feel respected

to have something to do

¥

B!

Appllo/to me ' '
v ~ Doesn’t
" Very Some- | ‘A “apply
much | what | Little ’ to me
.
- . . ‘
~
<
14
-
.
[
b
\




Based on your brief contact with ‘the program, how satiSfied are you with each of the -

" : following?
n

| —

! - -8 -g ) 8 )
kY Q R c .
» :v' ' ?."-' s gé .8 4 .g y
518 |23 5 | -5
s g3 8|58k |5
@ $5 | & | 238 >
1. . Being able> to keep busy |
v s ‘
2. The chance to work alone : .
3. The chance to do different things ' ) - 1.
4. The chance to Be somebody’’ in .
- the community ,
' )
5. T,he way my supervisor handles . ?
. people " "
6. The ability.of my éubervisor to
make decisions . '
‘ 7. Being able to do things that don’t o / ' ‘
go again_st my conscience ‘ - , .
8. The chance to do things for
other people ‘
9. The chance to tell people what
to do
. ”
- 10. The chance to do something that
makes use of my abilities )
.11.  The freedom to use my own judgment / | N
J2.  The chance to try my own methods
/ of doing the work * )
13.  The wérking conditions \ [,‘ -
14. The way my co-workers get along l
ith ®ach other : . _ #
- . A5, e praise | get for doing a good job
16. e feeling of accomplishment | get } ) .
fr[om the work ,




left Pro]ect ASSE RT.

\

»

[Exit Interview Guidelines -, v

- 4 - : A
. ~ .

The following comments are intended to help gu lde you in interviewing a volurfteer who has

1.

State that you g¥ant to find out about the person’s perception of the program.

2.

\

/

-

The mterviewer should be seen as a neutral party. This means that the interviewer
should not be someone who is seen as being ip authority in the work setting. Further,
this means that you shoyld play. down your relationship-to ASSERT. Identify yourself
through your primary affiliation (National Center for Research in Vocational Educatlon
RSVP, others). .

¥
This neutral tone should guide your eonduct throughout the interview. For example, if
criticisms of the project are offered, do not defend the project or try to counter the
triticism. On the other hand, dd not overly reinforce the criticism, by citing further -
examples of problems, for instance. Rather, accept the comments as valid feelings on the
part of the former volunteer, probe until you understand the person’s perceptions and
feelings, and move on.

A neutral site shou'l\d be used—the volunteer’'s home is ideal.

The interview should be conducted at least a week after the vcflunteer leaves, but not
more than a month after. »

A primary goal must be to protect the dignity and self-esteem of the volunteer. For *
example, don’t challenge an explanation—rather accept the explanation, but probe for
more information.

¥

| Begin with non-threatening questions to establish a relatronshrp and get the person

talking—even if some of that information is already known.

D
Expect and allow.for explanations and attributions which serve to protect the self-image
of the person. Accept those explanations (with a nod, a positive word or two, or even a
supportive comment), but then gently probe for other reasons or information.

»
-
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* o - ‘ - B R -»'; ) . St .
- Exit Interview RS ' L.
. : ’ s . . - &
'« Name of former.volunteer : éf '
. s . . . ' S e .
Former position and school ___ - : , Y . 5
Introduce yourself. : | -
State purpose-of the mtervuew—to fipd out how the person saw the prolect and find out how it
could be improved. . .
General background information: Ny
What did you do before you retlredZ (Probe when ippropnate to get the mdwndual talkmg and
warmed up.)
* ‘é"\ v
L] »
.1 S x
3
WA « . .
N 1
K v
¢ ' L4
.
B
! o
L} ’ 1 V \
. BNy ~ o
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Huve you been lnvolved in volunteor programs before? . Vo: —no

(lf yes:) Tell me about your oxperiences before Project ASSERT. .
o ’ 4 / . -
' ; i

' 10\)
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How did you first hear about Project ASSERT? \

-~

» -
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Why did you voluntoef? (Probe for as many reasons as the person will )ivo — for example.
) what else did you expect to gain from the experienco?) ‘ .

. . . . ¢
| ! . M
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What, exaetly, did you sxpect to do in the position? (Probe for complete information en
what was expected: what activities were expected, with whom did the volunteer expect to work,
what impact was expected, what rewards were expected, what negative factors were feared?) -

- \ - ‘ ' . " N . )

’
N

v
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What was not as you expected?

-

-



rd

What did you ke about the.program?

N

\ -

¢

What didn’t you like about the program?

127

P~

¥

‘\



f. . ' rod. '

- A _ Why did you leave the program?
" (Instructions:

1. Probe on each reason given until you understand that reason completely.
A. Ask for specific examples. °
'B.  Ask: “Did you an‘lclpate this problem when .you jajned?’’
C. “Ask: “What, specitically, could have been done to alleviate this‘problem?*’
D. Ask: "Would you have stayed if this one problem was solved?’”’ '

.2 Aft'er fully u\\derstanding each reason, ask if there were further reasonsﬂ for leaving.)

i
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 THE NATIONAL CENTER .
FOR RESEARCH I VOCATIONAL EDUCATIN

Tha Ohio State ty - 1980 Kenny Columbus. Ohio 43210
Tel (674) 4B0 3000 Cable CTVOCEDOSU/Columbus. Ohvo

Dear Faculty Membér or Administrator:

Because you supervise or work closely with avolunteer from Project ASSERT, we are asking you
to take a few minutés to complete this questionnaire. As you probably know, Project ASSERT is
a pilot program—the first of its kind. One of our goals is to evaluate the usefulness of the project
—for you, for the volunteer, for the students, and for the school.-You can help us to reach that

goal by completing this questionnaire. Also, the information you give us may help to change this

program and make it better.

Your answers to this su rvey are confidential. No students or volunteers will see your questlonnanre

Only the members of our research. staff will see how you answered these questlons

’

Participation js voluntary If you do not want to answer any of these questions, you certainly do

not have to. !

Thank you for your help.

#roject ASSERT Research Staff

=
Thes |
o
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If the volunteer position turned out to be different than originally designed, please destribe
¢ -

A

. those differences. .

-

’
. Any program has a number of costs and benefits, some planned and some unplanned. This
._ section asks you if a number of possible benefits were goals of this volunteer position and if those
i possible benefits actually occurred or not. There is also room for you to describe other goals not
included on our list. ’ L “? e

Was it intended that the volunteer take over some activities, thereby aIIQv\ing someone the

chance to work on more crucial things? yes no -
f yes, briefty describe this oal. __
f a | .
‘kﬁ . 1
Did this actually occur? yes no ‘ o .

If yes, briefly describe what occurred.




\ . ’

4
* o ' [ - \
A olbe 1
v A
[ .
Was it intended that students leai specific skill's from the volunteer? yes . no
If yes, briefly descri AR
, N i ‘ S
In your judgment, did the students learn specific skills from the volunteer? yes no
If yes, describe what was learned.
- i ‘ ‘
— 5
If © (and if this was a goal), describe what could have been done to meet this gaal.
/. ' , o

-~

, _ ¢ ‘ ’
Was it intended that the students learn more about the “‘real world’’ from thg volunteer?
L 3

yes no

If yes, briefly desc‘ribe this goal.

A

In your judgment, did the students learn about the “‘real world’’ from the volunteer?

+

yes no

If yes, describe what was learned.

L1y
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/ - ) . -~
If no (and it this was a goal), describe what g:obld have been done to meet this goal.

&

B

}

P 2N

-

Was it intended that the volunteer perform tasks/services that otherwise would not have been

provided? ____ vyes no . =~ .

If yes, briefly describe this goal. . - _ )
o o

\ r

\ - .
In your judgment, were these tasks/se@es adequately performed? : yes no
IN\.yes, briefly describe what occurred.
d ~—

If no (and if this was a goal), describe what could have been done to meet‘thiés goal.

2
S

WS

Was it intended that the volunteer aid yourlprvogram in a way not covered by the preceding

questions? yes no
If yes, briefly describe this goal. __ , PR
. »
In your judgment, were these tasks/services adequately performed? ;veS. no
A/ . - .
If yes, briefly describe what occurred. _ o ' )
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If no (and if this was a goal), describe what could have been done to meet this goat.

e -

4

T -

A
»

Overall, what was the greatest benefit or benefits of having this volunteer?

-

*
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o
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. Any new program ha§ difficulties that mdst be worked out. Please describe the problems that
arose with ASSERT and describe how they were resolved or, if they were npt resolved, how they
could be in the future.

¢

¥
¥ )
]
12)
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. _
Consider how the program itself has been run~that is, how you, were introduced to the
program, how positioh descriptions for volunteers were formulated, how volunteers were recruited
and selected, and any other aspects of program administration, For any of these aspects of the
program with which you are familiar, please give us your ‘waluatlon and suggestions for charige.

: ( . . N

«

¢
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Would you agree to participate in this program again? (check one) B

: . \ —— definitely yes -

g —w probably yes

{8

——— maybe, if certain changes were made

——— probably not
[
——  definitely not )
. If you checked ‘’maybe, "’ please describe the changes that would have to be made to get "yOtJ .

to pariicipate.. !

.

e
" ~

If you ¢hecked ':prpbably not” or "definitelyvnot," please state the reasons.

. <

-~

Wh.at effect did having this volunteer have on:

The individual attention given to students?

1 2 3 4 5 8 7
dc:::::sid‘ Decreased dset?:;;::d etfont 4 nereasn  'nereased b
Please elaborate: | :
The quality of educational programs? ' _ T
1 2 3 a 5 6 7
Sy o SRV et benenieg Benefited o
Please elaborate:
\ | -
\
139 -
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The ,dlfflcuity of your ]ob?, .
| <

N . 2 -3 4> .8 6 -7
Made . . Made » o
) much Made slightly No - Made . Made Made
‘ : more «  slightly 4 much
rore difficult more effect easier easler easier
difficult " difficult :
Please elaborate: . { .

e

LY

- Overall, how satisfied were you with the volunteer yotj supervised? or worked with? ‘

1 2 t 3 4 : 5 6 N &
Very « i o Slightly Slightly . Very
dissatisfied DisS8UsHed gicavistied  NOUUA  atigtied  Setsfled  sarigtied
Overall, how satisfied were you with the ASSERT project (apart from this particular
volunteer)? . \ §
t . ' ‘*) )
1 2 3 4 5 6 7
! Very . . Slightly Slightly- e Very
dissatisfied O5Usfied giccaristiod  NOUUA  garistied SN arisfied
\
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THE NATIONAI. CENTER
FOR\ RESEARCH IN VOCATIONAL EDUCATIUN

The Ohio State University - 1960 Kenny Road - Columbus, Ohio 4320
Tol- (894) 480 3099 Cable: CTVOCEDOSU/Columbus. Ohio

Dear Student: o o ~

. [}

The purpose of this questionnaire is to allow students to evaluate and comment on the program
that has placed this senior volunteer in the position indicated.

v

Volunteer

Position

With your cooperatcon in completing this brief questionnaire, we can document the impagt of the
volunteer and also help improve the program. Your participation is entirely voluntary and your
responses are confidential; neither the volunteer nor any faculty or staff of this school will see your
answers to these questions. . :

Project ASSERT Research Staff

{
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Student Evaluation of Project ASSERT
' Volunteer Program

The National Center for Research
in Vbcational Education

o o«
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" For each statement, circle the response that most closely matchot your foolinga
- .  SAstrongly agree M = agree, N = neutral or undecided, D = disagree, SD = strongly disagree.
In the spaces provided after each item, please explain and elaborate on your response.
Quality of Service Provided
The volunteer has been helpful. tome...

'SA A~ N D . SD

In what specific ways have you benefitted?

. The volunteer does a good job in this position ...

SA A N .D SD ‘

Please elaborate:

L 3

The volunteer is anxious to help . .. -

4

SA A N D SD

Please comment on the volunteer’s motivation and attitude. o

»

" The volunteer’s knowledge of the “real world*’ is useful ...

SA A N D SD

Please explain, give examples. __ " ‘ N

.,




R
)

; . N
y . - - 3

Thé volunteer has provided a servica that was not prqvldqd before ...

SA A N D SD . '

Please explain.

_ Cflamémristics of the Position
This volunteer does nbt seem to have énough todo...
SA A N D SD

Please explain.

P . .
‘The volunteer seems to have important .~ ills and abilities that are not being used in this
position . .. . A , ‘
: SA A N D SD . | . .
Please explain. __

" The volunteer is given enough freedom and autonomy to do the job . '. .

S A A . N D SO - S

Please explain.




iy 44

Please explain. P .

':.
)

The volunteer seems well matched to this position ... '

SA A N D SD

S

o
/7

Relationships ‘with Others

13

Thie volunteer's relationship with students is good . ..

SA A N D SO

Plossowlplain

'

The volunteer's relationship with staff and faculty is good . . .

SA A N D sD

N

Please explain.

7

/

7
¢ v

~ In general, others are considerate of this volunfeer’s feelings . ..

pA A N D sD

) q
Please explain.

147



. : L - ‘
Iiv general, others respect this volunteer....

. ' ) A A N . D SD L ' ‘
L ~ _Please explain. . L '
L -
p* J e - 1
¢ Other Effects of Program =

The volunteer has convinced me that | can learn a lot from “'seniors’ ... )
SA A N D SD

P
Please elaborate.

1§

.

| would like to get involved in this kind of volunteer program when | reach retirement agé .. .
SA A N D SD

Please explain.

The volunteer seems to benefit from working.in this position . ..
.
Please explain.

"'SA A N ‘D SD .

- | | 148 | " ¢
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. P The Program in the Future |

| want to continue to use the services provided by this véfunteer . ..

SA° A N P SD .

Please explain.

. LI . 5 *
< . e
A

o

~ Please explain.

| would like to see this particular volunteer remain in this pos,tion in the future ..

[

SA A N D . SD

o y

| would like to see another volunteer fill this position in the future . ..

sA A’ N D SD

Sy

¢

Please explain.

| would like to see this volunteer in other types of positions in the futudre oo

‘SA A N - D SD

Please explain; what positions would be better for this volunteer?

R

oy
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P . ».‘
[} . S , - ‘T‘)“,v e
I,a 4 £ .
| would like to see more volunteers involved in educational programs in general ... Cow
. s,. A N D s& - ¢
I l . ‘
Please explain. :
K] - < - .
. ¢ t b
Please offer any additional comments on this volunteer or on the volunteer program in general.
L3 \
- ..,'.1 s s I ;\» -
. l
| - @
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